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ABSTRACT 

This document contains vocational education program 
courses standards for exploratory courses, practical arts courses, 
and job preparatory programs offered at the secondary or 
postsecondary level as a part of Florida's comprehensive vocational 
education program. Each program course standard is composed of two 
parts: a curriculum framework and studen performance standards. The 
curriculum framework includes four major sections: major 
concepts/content, laboratory activities, special notes, and intended 
outcomes, student performance standards are listed for each intended 
outcome. For secondary job preparatory programs, courses have been 
designated with student performance standards listed for each course. 
Program and course standards are based upon competencies required for 
entry, advancement, and upgrading in occupations in the vocational 
program areas. This guide contains an overview of 35 
marketing/distribution program area courses. Course title, number, 
level, number of credits, certification coverage, ma^or 
concepts/content, laboratory activities, and intended outcomes 
(objectives) are listed for each course. (KC) 



* Reproductions supplied by EDRS are the best that can be made 

* from the original document. 
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FOREWORD 



Section 228.041 Florida Statutes defines vocational education as consisting of 
four categories or types of instruction: 

1. F.xploratory courses designed to give students initial exposure to skills 
and attitudes associated with a broad range of occupations in order to 
assist them in making informed decisions regarding their future academic 
and occupational goals; 

2. Practical arts courses designed to teach students practical generic 
skills which, though ap^^licable to some occupations, are not designed 'o 
prepare students for entry into a specific occupation; 

3. Job preparatory programs designed to provide students with the 
competencies necessary for effective entry into an occupation; 

4. Supplemental courses designed to enable persons who are or have been 
ewployed in a specific occupation to upgrade their competencies in order 
to re-enter or maintain stability or advance within their occupations. 



This document contains vocational education program courses standard 
frameworks and student performance standards) for exploratory course 
arts courses and job preparatory programs offered at the secondary o 
postsecondary level as a part of Florida's comprehensive vocational 
program. Vocational education program courses standards are establi 
to Section 233.0682, Section 240.355, Section 233.011, and Section 2 
Florida Statutes, for school districts and community colleges. Stat 
Education Rule 6A-6.05''l, Criteria for Qualification for Special Voc 
Technit:al Education Program Courses, provides the basis for the deve 
dissemination of this document. 
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Each program courses standard is composed of two parts: a curriculum framework 
and student performance standards. The curriculum framework includes four major 
sections: major concepts /con tent , laboratory activities, special notes, and 
intended outcomes. Student performance standards are listed for each intended 
outcome. For secondary job preparatory programs, courses have been designated 
with student performance standards listed for each course. 

The standards do not prescribe how instruction should be delivered since 
decisions relative to the delivery of instruction must be made by school 
districts and community colleges within the context of local conditions. The 
Division of Vocational, Adult, and Community Education, Florida Department of 
Education, supports the belief that competency-based vocational education ip the 
most effective means of providing programs and courses that conform to these 
established standards. 
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INTRODUCTION 



MARKETING EDUCATION 



Marketing Education includes various combinations of subject matter and 
learning experiences related to the performance of activities that direct the 
flow of goods and services, including their appropriate utilization, from the 
producer to the consumer or user. These activities include selling and such 
sales-supporting functions as buying, transporting, storing, promoting, 
financing, marketing research, and management. 

Marketing Education is comprised of programs of occupational instruction in the 
field of distribution and marketing. These programs are designed to prepare 
individuals to enter, or progress or improve competencies, in, marketing 
occupations. Emphasis is on the development of attitudes, skills and 
understanding related to markctiny, merchandising and monagement. Instruction 
is offered at the secondary, postsecondary , and adult educational levels and is 
structured to meet the requirements for gainful employment and entrepreneurship 
at specitied occupational levels. Marketing occupations are found in such 
areas of economic activity as retail and wholesale trade, finance, insurance, 
real estate, serv-^ces and service trades, manufacturing, transportation, 
utilities, and communications. 

Reinforcement of basic skills in English, mathematics and science appropriate 
for the job preparatory program is provided through vocational instruction and 
applied laboratory procedures or practices. 




CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 



COURSE TITLE: Orientatic to Marketing Occupat-ions 

CODE NUMBER: Secondary 8800110 

Florida CIP ME08,99990R Postsecondary Vocational 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS ,5 COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): X 7-9 9-12 Postsecondary Adult Vocational 

Postsecondary Vocational X Other 30 , 31 



CERTIFICATION COVERAGE: TEACH CDE 7 DIST ED 7 BUS ED 4 



^* MAJOR CONCEPTS/CONTENT : The purpose of this course is to acquaint 

students with general marketing activities, the importance of marketing in 
the economy, career opportunities, and 30b requirements in marketing 
occupations . 

The content includes, but is not limited to, the functions of marketing in 
our economy, employment r«?quirements for a variety of markev.ing careers, 
career development patterns, and the identification of vocational programs 
for achieving personal career goals. 

TI. LABORATORY ACTIVITIES : Laboratory activities are not required. 

III. SPECIAL NOTE : This course may be offered for varying lengths of time in 
combination with other orientation co'rrses or for a maximum o£ .5 credit. 

IV. INTENDED OUTCOMES : After successfully completing this course, the 
student will be able to: 

01. Identify general marketing activities. 

02. Identify career opportunities available in marketing. 

03. Identify employment requirements for marketing careers. 

04. Identify work values and goal-setting tools. 

05. Identify programs instrumental in developing career choices. 

06. Identify human relations skills that will enable students to succeed 
in their career goaJs. 

07. Identify the advantages of the Distributive Education Clubs of America 
(DECA) . 



STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



SECONDARY NUMBER: 8800110 
POSTSECONDARY NUMBER: 



PROGRAM AREA: Marketing 

COURSE TITLE: Orientation to Marketing 
Occupations 



01,0 IDENTIFY GENERAL MARKETING ACTIVITIES --The Student will be able to: 

01.01 Explain the role of marketing in the economy, 

01.02 Identify selected marketing terms and their meanings, 

01.03 Identify the major marketing activities, 

02,0 IDENTIFY CAREER OPPORTUNITIES AVAILABLE IN MARKETING — The student will be 
able to: 



05.0 



02 ,.01 
02,02 
02.03 
02.04 
02.05 
02,06 
02.07 

02.08 



Identify 
Identify 
Identify 
Identify 
Identify 
Identify 
Identify 
grading. 
Identify 



career opportunities which involve selling. 

career opportunities which involve buying. 

career opportunities which involve storage. 

career opportunities which involve risk bearing, 

career opportunities which involve transportation. 

career opportunities which involve finance. 

career opportunities which involve standardization and 

career opportunities which involve marketing research. 

The student will be 



03.0 IDENTIFY EMPLOYMENT REQUIREMENTS FOR MARKETING CAREERS 
able to: 
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04.0 IDENTIFY WORK VALUES AND GOAL-SETTING TOOLS — -The student will be able to: 

04.01 Explain how values are acquired and how they are changed, 

04.02 Explain how work is affected by values. 

04«03 Identify goal-setting tools including self-inventory and. interest 
survey. 



IDENTIFY PROGRAMS INSTRUMENTAL IN DEVELOPING CAREER CHOICES - 
will ba able to: 



-The student 



05.01 



05.02 



Identify senior high school Marketing Education programs which are 
available to students who desire a career in marketing. 
Identify college or vocational-technical programs which are 
available for high school graduates or school leavers desiring 
further education in marketing before entering the work force. 



06.0 IDENTIFY HUMAN RELATIONS S KILLS THAT WILL ENABLE STUDENTS TO SUCCEED IN 
THEIR CAREER GOALS — The student will be able to: 

06.01 Identify acceptable grooming and good health habits. 

06.02 State the importance of dependability and responsible behavior. 

06.03 State the importance of a positive attitude. 

06.04 State the importance of getting along with co-workers, employers, 
and other business associates. 

07.0 IDENTIFY TH E ADVANTAGES OF THE DISTRIBUTIVE EDUCATION CLUBS OF AMERICA 
<DECA) — The student will be able to: ' 

07.01 Identify DECA and its role in marketing education. 

07.02 Identify the purposes of DECA. 

07.03 Identify the advantages of student involvement in DECA. 
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PROGRAM AREA: Marketing 



CURRICULUM FRAMEWORK 
FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

COURSE TITLE: Exploration of Marketing Occupations 

CODE NUMBER: Secondary 8800210 Postsecondary 

Florida CIP ME08,9999EX 



SECONDARY 

SCHOOL CREDITS .5 



POSTSECONDARY ADULT 
COLLEGE CREDITS 



VOCATIONAL CREDITS 



APPLICABLE LEVEL (S) 



X 7-9 



9-12 



Postsecondary Vocational 



__Postsecondary Adult Vocational 
X Other 20, 31 



CERTIFICATION COVERAGE: TEACH CDE 7 DIST ED 7 BUS ED 4 



I. MAJOR CONCEPTS/CONTENT ; The purpose of this course is to give students 

initial exposure to the skills and attitudes associated with a broad range 
of occupations relating to careers in marketing and distribution, including 
job requirements and tasks performed, to assist students in making informed 
decisions regarding tht^ir future academic and occupational goals. 

Instruction pro\;ides opportunities for students to explore employment 
opportunities and requirements, job application procedures, tasks performed 
by workers, as well as leadv>rship and human relations skills in retailing, 
wholesaling and marketing services occupations. 

II. LABORATORY ACTIVITIES : LaDoratory activities are a part of this course. 
Students are exposed to as much merchandising equipment as possible and 
have access to computers to develop computer literacy. 

III. SPECIAL NOTE ; Marketing Education vocational student organization 

activities are appropriate for providing leadership training experiences 
anr for reinforcing civic consciousness, social intelligence, and 
vocational understanding. When provided, these activities should be 
in-school activities and considered an integral part of this instructional 
course. 



IV. INTENDED OUTCOMES : After successfully completing this course, the 
student will be able to: 



01. Identify the basic economic environment in marketing. 

02. Identify the education needed, tasks performed, and employment 
opportunities for individuals who wish to enter retailing occupations. 

03. Identify the education needed, tasks performed, and employment 
opportunities for individuals who v/ish to enter wholesaling 
occupations. 

04. Identify the education needed, tasks performed, and employment 
opportunities for individuals who wish to enter marketing services 
occupations. 

05. Identixy procedures involved in choosing, applying for, keeping, and 
progressing in marketing occupations. 

06. Explain the impact of computer technology on marketing occupations. 

07. Demonstrate convputer literacy. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: JulVr 1988 



PROGRAM AREA: Marketing SECONDARY NUMBER: 8800210 
COURSE TITLE: Exploration of Marketing POSTSECONDARY NUMBEi : 




Occupations 



01.0 IDENTIFY THE BASIC ECONOMIC ENVIRONMENT IN MARKETING "The student will be 
able to: 

01.01 Explain private enterprise. 

01.02 Explain profit motive. 

01.03 Identify the relationships between people's wants and needs and 
marketing activities. 

02.0 IDENTIFY THE EDUCATION NEEDED, TASKS PERFORMED, AND EMPLOYMENT 

OPPORTUNITIES FOR INDIVIDUALS WHO WISH TO ENTER RETAILING OCCUPATIONS — The 
student will be able to: 

02.01 Identify retailing occupations, 

02.02 Identify the basic tasks performed by each occupation. 

02.03 Identify employment opportunities for each occupation. 

02.04 State the edcuational requirements to prepare a student for 
entry-level employment in retailing occupations. 



03.0 IDENTIFY THE EDUCATION NEEDED, TASKS PERFORMED r AND EMPLOYMENT 
OPPORTUNITIES FOR INDIVIDUALS WHO WISH TO ENTER WHOLESALING 
OCCUPATIONS — The student will be able to: 



03«.01 Identify wholesaling occupations. 

03.02 Identify the basic tasksr performed by each occupation, 

03.03 Identify employment opportunities for each occupation, 

03.04 State the educational requirements to prepare a student for 
entry-level employment in wholesaling occupations, 

04.0 IDENTIFY THE EDUCATION NEEDED, TASKS PERFORMED^ AND EMPLOYMENT 

OPPORTUNITIES FOR INDIVIDUALS WHO WISH TO ENTER MARKETING SERVICES 
OCCUPATIONS — The student will be able to: 

Identify marketing services occupations. 
Identify the basic tasks performed by each occupation. 
Identify employment opportunities for each occupation. 
State the educational requirements to prepare student for 
entry-level employment in marketing services occupations. 



04,01 
04,02 
04,03 
04.04 
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05,0 IDENTIFY PROCEDURES INVOLVED IN CHOOSING, APPLYING FOR, KEEPING, AND 
PROGRESSING IN MARKETING OCCUPATIONS — The student will be able to: 

05.01 Identify the tasks involved in choosing a marketing occupation; 

e,g.r self-inventory, interest survey, research, and aphitude test 
batteries • 

05.0 2 State the steps in applying for a job, 

05.03 Complete a sample job application form, 

05.04 Demonstrate the necessary communications skills involved in a job 
interview, 

05.05 Identify those characteristics that help people obtain, hold, and 
progress on their jobs in marketing occupations. 

06,0 EXPLAIN THE IMPACT OF COMPUTER TECHNOLOGY ON MARKETING OCCITATIONS — The 
student will be able to: 

06.01 Explain how computer usage has changed the way retailing businesses 
operate. 

06.02 Explain how computer usage has changed the way wholesaling 
businesses operate, 

06.03 Explain how computer usage has changed the way marketing services 
businesses operate, 

07,0 DEMONSTRATE COMPUTER LITERACY— The student will be able to: 

07.01 Define the following terms: 

a) computer 

b) data 

c) input 

d) output 

e) hardware 

f) software 



Exploration of Marketing Occupations - Continued 



g) language 

h) processing 

i) memory 
j) program 
k) terminal 

1) peripheral devices 

m) keyboard characters and control 

07.02 Operate a computer by performing the following sto:^s: 

a) turn the equipment on and off 

b) load the program 

c) run and use a program 

d) store a program 

e) display a program 

f) enter and execute a simple program 

07.03 Identify the advantages and disadvantages in the use of different 
computers . 

07.04 State the general uses of the computer. 

07.05 Identify ti*e safety precautions that must be observed in using 
equipment. 

07.06 Use the computer to explore selected occupations. 
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CURRICULUM FRAMEWORK PROGRA!^ AREA: MarK<--tinq 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, x988 

COURSE TITLE: Practical EntrcpronGurship Skills 

CODE NUMBER: Secondary 8800310 Postsecondary 

Florida CIP ^U%08.9999PA 



SfiCOKDARY 
SCHOOL CREDITS 



.5 



COLLEGE CREDITS 



POSTS ECONDARY ADULT 
VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 



7-9 X 9-12 



Postsecondary Vocational 



CERTIFICATION COVERAGE^ RETAILING 7 DIST ED 7 TEACH CDE 7 



_^Postsecondary Adult Vocational 
Other 30, 31 



I. MAJOR CONCEPTS /CONTENT : The purpose of this course is to introduce 

students to the concept of entrepreneurship and to develop an awareness 
of basic business and economic principles necessary for the potential 
entrepreneur. The course will also give students an opportunity to 
evaluate their potential as entrepreneurs, 

II. LABORATORY ACTIVITIES : Kone. 

III. SPECIAL NOTE ; The Distributive Education Clubs cf America is the appro- 
priate vocational student organisation for providing leadership training 
experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an integral part ot this 
instructional course. 

IV. INTENDED OUTCOMES : A^ter Successfully completing this course, the 
student will be able to: 

01. Explain the concept and importance of entrepreneurship. 

02. Contrast the advantage? and disadvantages of becoming an 
entrepreneur. 

03. Describe the five major fields of business activity that are 
available for the potential entrepreneur. 

04. Compare the three methods of becoming an entrepreneur. 

05. Compare the legal forms of business ownership. 

06. Demonr.trate an understanding of basic economic principles that 
affect the operation of a small business. 

07. Evaluate their potential as an entrepreneur. 





STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1908 

PROGRAM AREA: Marketing SECONDARY NUMBER: 8800310 

COURSE TITLE: Practical Entrepreneurship POSTSECONDARY NUMBER: 

Skills 



01,0 EXPLAIN THE CONCEPT AND IMPORTANCE OF ENTREPRENEURSHIP - -The student will 
be able to: 

01.01 Define cntropreneurship. 

01.02 Define entrepreneurs, 

01.03 Discuss the importance of entrepreneurships to the American 
economy, 

02,0 CONTRAST THE ADVANTAGES AND DISADVANTAGES OF BECOMING AN 
ENTREPRENEUR — The student will be able to: 

02.01 Describe the advantages of ownership of a small business, 

02.02 Describe the disadvantages of ownership of a small business, 

02.03 Identify the risks involved in ownership of a small business. 

02.04 List the major factors involved in the failure of a small 
business, 

03,0 DESCRIBE THE FIVE MAJOR FIELDS OF BUSINESS ACTIVITY THAT ARE AVAILABLE 
TOR THE POTENTIAL ENTREPRENEUR — The student will be able to: 

03.01 Define and give examples of "extractive enterprises." 

03.02 Define and give examples of "manufacturing businesses." 

03.03 Define and give examples of wholesalers. 

03.04 Define and give examples of retailers, 

0j.05 Define and give examples of "services businesses." 

04.0 COMPARE THE THREE METHODS OF BECOMING AN ENTREPP>ENEUR — The student will 
be able to: 

04.01 List the advantages and disadvantages of buying an existing 
business , 

04.02 List the advantages and disadvantages of starting a business from 
scratch, 

04.03 Define franchise. 

04.04 Define franchisor. 

04.05 Define franchisee. 

04.06 List the advantages and disadvantages of buying a franchise. 

05,0 COMPARE THE LEGAL FORMS OF BUSINESS OWNERSHIP — The student will be able 
tol 

05.01 Define sole proprietorship, 

05.02 List the advantages and disadvantages of a sole proprietorship. 

05.03 Define partnership, 

05.04 List the advantages and disadvantages of a partnership. 
05.05 « Define corporation. 

05,06 List the advantages and disadvantages of a corporation. 

06.0 DEMONSTRATE AN UNDERSTANDING OF BASIC ECONOMIC PRINCIPLES THAT AFFECT 
THE OPERATION OF A SMALL BUSINESS — The student will be able to: 

06.01 Define "supply and demand." 

06.02 Describe the interactions between supply and demand. 

06.03 Define competition. 

06.04 Identify the effects of competition on a small business. 

06.05 Define "prr^fit." 

07.0 EVAIiUATE THEIR POTENTIAL AS AN ENTREPRENEUR — The student will be able 
to: 

07.01 Identify the necessary personal qualities of the successful 
entrepreneur. 

07.02 Identify the business/management skills needed to operate a small 
business efficiently and effectively. 

07.03 Outline the educational experiences and/or occupational training 
needed by a student interested in becoming an entrepreneur. 
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CURRICULUM FRAMEWORK 

FLORIDA DEPAPTMRMT OF EDUCATIOZ^ 

PROGRAM TITLE: Academy of Finance 



PROGRAM AREA: Marketing 



EFFECTIVES DATE: July, 1988 



CODE NUMBER; Secondary 8815100 

Florida CIP ME08040110 



Postsecondary 



SECONDARY 

SCHOOL CPEI :ts 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CI^EDITS 



APPLICABLE LEVEL (S) 



7-9 



9-12 



Postsecondary Vocational 



_Postsecondary Adult Vocational 
X Other 10-12, 30-31 



CERTIFICATION COVERAGE: BAWK FINC 7 TEACH CDE 7 DIST ED 7 BUS ED 4 




I. MAJOR CONCEPTS /CONTENT : The purpose of this program is to prepare students 
for employment in occupations such as tellers (40060201), broker assis- 
tants, accounting assistants? staff assistants. 

Listed below are the courses that comprise this program when offered at the 
secondary level: 

8815110 Financial Operations 

8815120 Financial Planning 

88153 30 Financial Internship 

8815140 Financial Accounting 

.8815150 Financial Computing 

II. LABORATORY ACTIVITIES ; Laboratory activities are an integral part of this 
program. Industry specific equipment should be utilized for each job for 
which the student receives instruction. 

III. SPECIAL NOTE : Students will have the opportunity to become members of the 
appropriate vocational student organization for providing leadership 
training experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
I^henever the coope*-**ive method is offered through the Marketing 
Cooperative Educati-o.. - OJT course, the following is required for each 
student: a training plan, signed by the student, teacher and employer, 
which includes instructional objectives and a list of on-the-job and 
inrschool learning experiences; a work station which reflects equipment, 
skills and. tasks which are relevant to the occupation which the student has 
chosen as a career goal. The student must be paid for work performed 
according to Federal guidelines not less than minimum wage. 

Financial Internship is scheduled to run during the six weeks of summer 
school. The student/intern must work a minimum of 150 hours to earn one 
credit. Financial Operations should be completed in order to enroll in 
Financial Internship. The following is required for each student employed 
in the Financial Internship's course: a job performance skills plan, 
signed by student/intern, teacher and employer which includes competencies 
developed through classroom experiences; a list of on-the-job duties and 
tasks to be performed; identification of applicable student performance 
standards. .The student must be paid for work performance according to 
Federal guidelines not less than the minimum wage. 

The teacher /coordinator must visit each intern site a minimum of once 
during each grading period for the purpose of evaluating the intern's 
progress in attaining the competencies listed in the job performance skills 
plan. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
stude^it's individual educational plan (lEP) . Additional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's, The job title for which the 
student is being trained must be designated in the lEP. 



Academy of Finance - Continued 



.IV. IWTEMDED OUTCOMES : After successfully completing the program, the student 
Will be able to: 

01. Compare the differences betwee.-i the various economic systems. 

02. Explain the nature of TVnerican capitalism through its various 
concepts. 

03. Explain the profit motive in our economic system. 

04. Demonstrate by examples capital markets and the role securities have 
within this market. 

05. Develop skill in interpreting the financial section of the daily 
newspaper. 

06. Illustrate how production and sales impact upon the American 
marketplace. 

07. Outline the role the Federal Reserve System plays in our money, credit 
and banking processes. 

08. Summarize how economic growth and stability impact upon the business 
cycle . 

09. Define international trade. 

10. State the banking concept as used in America. 

•1. Outline the historical transition the banking system in America has 

taken from the early years to its current position. 
12. Define banking operations. 

3 3. Describe the various types of credit used in our economy. 

14. Categorize credit risks. 

15. Outline the processes used in making and collecting a loan. 

16. Explain the processes used in the field of financial planning. 

17. Describe the role of a financial planner. 

18. Outline the components of a financial plan. 

19* Identify the principals of saving and borrowing. 

20. Define the concept of risk management and insurance products. 

21. Outline investment opportunities available in today's financial 
market. 

22. Identify retirement planning strategies. 

23. Identify estate planning strategies. 

24. Describe the role of consumer credit ir. today's society. 

25. Identify career opportunities available in the consumer credit field. 

26. Describe consumer crr-dit products. 

27. Define risk and consumer lending. 

28. Outline the procedures utilized in processing a credit application. 

29. Demonstrate the procedures utilized in gathering credit information. 

30. Outline the procedures used in evaluating a loan. 

31. Identify the documents and procedures utilized in closing a loan. 

32. Outline the methods utilized in servicing a loan. 

33. Perform designated job skills. 

34. Demonstrate work ethics. 

35. Identify terminology unique to the finance and finance-related 
industries. 

36. Perform math computations. 

37. Perform data processing activities. 

38. Demonstrate communications skills needed in finance and 
finance-related occupations. 

39. Identify functions of data processing. 

40. Demonstrate decision-making activities. 

41. Demonstrate financial accounting activities. 
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STUDENT PERFORMANCE STAfJDARDS 

PROGPAM AREA: Marketing 

PROGRAM TITLE: Academy of Finai.ce 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: 8815100 



POSTSECONDARY NUMBER: 



01.0 COMPARE THF DIFFERENCES nr^V^EN THE VARIOUS ECONOMIC SYSTEMS— The student 
will be able to: 

01.01 Describe the terms "market" and "market system." 

01.02 Compare and contrast major features of each type of modern economic 
system. 

01.03 Explain the basic principles of a market system. 

02.0 EXPLAIN THE NATURE OF AMERICAN CAPITAJ^SM THROUGH ITS VARIOUS CONCEPTS— The 
student will be able to: 

02.01 Summarize American capitalism. 

02.02 Categorize the American market economy. 

02.0 3 Justify the need for supply and demand in our capitalistic economy. 

03.0 EXPLAIN THE PROFIT MOTIVE IN OUR ECONOMIC SYSTEM — The student will be able 
to: 

03.01 Interpret the term "profit." 

03.02 Explain the role of profit investment decisions. 

04.0 DEMONSTRATE BY EXAMPLES CAPITAJ^ MARKETS AND THE ROLE SECHPITIES HAVE WITHIN 
THIS MARKET — The student will be able to: 

04. tl Develop two reasons for corporate efforts to raise capital. 
.04.02 Demonstrate three methods available to corporations for raising 
capital. 

04.03 Show the major purposes of corporate annual reports. 

05.0 DEVELOP SKILL IN INTERPRKTTNG THE FINANCIAL SECTION OF THE DAILY 
NEWSPAPER — The Student will be able to: 

05.01 Identify important financial date components found in the financial 
section of a daily newspaper. 

05.02 Demonstrate the importance of data relating to daily trading in a 
listed New York Stock Exchange stock. 

06.0 ILLUSTRATE HOW PRODttCTION AND ' SALES IMPACT UPON THE AI4ERICAN 
MAPvKETPLACE — The student will be able to: 

06.01 Outline how corporate giants develop. 

06.02 Compare the features of the proprietorship , partnership a^td 
corporation. 

06.03 Differentiate the advantages and disadvantages of forming a 
corporation. 

07.0 OUTLINE THE ROLE THE FEDERAL RESERVE SYSTEM PLAYS IN OUR MONEY, CREDIT AND 
BANKING PROCESSES — The student will be able to: 

07.01 Define money. 

07.0?. Describe the role banks play in the economic growth and development 
of a society. 

08.0 SUMMARIZE HOW ECONOMIC GROWTH AND STABILITY IMPACT UPON THF BUSINESS 
CYCLE — The student will be able to: 

08.01 Interpret the concept of economic growth. 

08.02 Explain the various business cycles that occur in our society. 
09.0 DEFINE INTERNATIONAL TRADE — The student will be able to: 

09.01 Describe what takes place during the rise or fall of the exchange 
rate of the U.S. dollar. 

09.02 Outline the advantages and disadvantagec or a protectionist policy. 

09.03 Identify possible solutions to the problem of meeting foreign 
comoetition. 
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Academy of Finance - Continued 

10.0 STATE THE BANKING CONCEPT AS USED IN AMERICA — The student will be able to: 

10.01 Describe the services offered by a full service bank. 

10.02 Identify the basic funtions of banks. 

10.03 Identify financial services offered by major non-bank competitors. 

11.0 OUTLINE THE HISTOKJCAL TRANSITION THE BANKING SYSTEM tn AMERICA HAS TAKEN 
FROM THE EARLY YEARS TO ITS CURRENT POSITION — The student will be able tot 

11.01 Point out the Federal Reserve System's various roles in banking. 

11.02 Identify the major Federal banking laws and their role in banking, 

11.03 Diagram the organization of the Federal Reserve. 

11.04 Identify new products end sellers offered by full-service banks. 

12.0 DEFINE BANKING OPERATIONS — The student will be able to: 

12.01 Outline t"he major departments in a full service bank. 

12.02 Describe the characteristics of a time deposit transaction. 

12.03 Identify types of negotiable instruments. 

13.0 DESCRIBE THE VARIOUS TYPES OF CREDIT USED IN OUR ECONOMY — The student will 
be able to: 

13.01 List the types of credit used in our economy. 

13.02 Identify characteristics of a good credit risk. 

13.03 Outline' various methods of computing interest. 

14.0 CATEGORIZE CREDIT RISKS — The student will be able to: 

14.01 Explain the factors that should be considered in making credit 
decisions. 

14.02 Summarize the advantages and disadvantages of available credit 
plans. 

15.0 OUTLINE THE PROCESSES USED IN MAKING AND COLLECTING A LOAN — The student 
will be able to: 

15.01 Describe the legal framework for making loans. 

15.02 Describe the legal framework for making a loan collection. 

16.0 EXPLAIN THE PROCESSES USED IN THE FIELD OF FINANCIAL PL;>NNING — The student 
will be able to: 

16.01 Discuss financial planning. 

16.02 Explain basic steps in the process. 

16.03 Evaluate a hypothetical situation from a financial planning point of 
view. 

16.04 Sununarize the extent to which financial planning would benefit 
people of different circumstances. 

17.0 DESCRIBE THE POLE OF A FINANCIAL PLANNER — The student will be able to: 

17.01 Define abbreviations associated with degrees granted by various 
financial institutions and industries. 

17.02 Outline the reasons for confusion in selecting a financial planner. 

17.03 Develop questions necessary for evaluating a planner's credentials. 

17.04 Describe the skills, education and training necessary for a career 
in financial planning. 

17.05 List the basic steps in a financial planning process. 

18.0 OUTLINF THE COMPONENTS OF A FINA>:CIAL PLAN — The student will be able to: 

18.01 Explain the importance of goals during the various phases of 
financial planning. 

18.02 Describe financial information needed in the data gathering phase of 
planning. 

18.03 Explain significance of the income statement and balance sheet for 
financial planning. 

18.04 Explain how a planner analyzes financial data using the components 
of a financial plan. 
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Academy of Finance - Continued 



19.0 IDENTIFY THE PRINCIPLES OF SAVINGS AND BORROWING — The student w\ll be able 
to: 

19.01 Describe the importance of credit to consumers in the American 
marketplace. 

19.02 List the criteria for judging an individual's credit worthiness. 

19.03 Describe three different types of consumer credit discrimination. 

19.04 Describe a strategy for increasing an individual's savings. 

20.0 DEFINE THE CONCEPT OF RISK MANAGEMENT AND INSURANCE PRODUCTS — The Student 
will be able to: 

20.01 List the broad range of insurance available to consumers. 

20.02 Explain the major insurance-related concepts of risk sharing. 

20.03 Define key terms and concepts relating to insurance. 

20.04 Develop a list of criteria for determining the amount of insurance 
an individual needs. 

20.05 Outline an individual risk profile. 

21.0 OUTLINE INVESTMENT OPPORTUNITIES AVAILABLE IN TODAY'S FINANCIAL MARKET — The 
student will be able to: 

21.01 Identify key investment-related terms, concepts and options. 

21.02 Develop an individual financial plan for a person with a one million 
dollar windfall. 

21.03 Outline a financial strategy for investing in precious metal and 
collectibles. 

22.0 IDENTIFY RETIREMENT PLAIfflING STRATEGIES — The student will be able to: 

22.01 Identify sources of retirement funds. 

22.02 List various pension plans. 

22^03 Identify the retirement benefits provided by Social Security* 

22.04 Outline personal income tax planning strategies. 

23.0 IDENTIFY ESTATE PLANNING STRATEGIES — The student will be able to: 

23.01 Define key terms and concepts relating to estate plananing. 

.23.02 Identify the major components of an individual estate plan. 

23.0 3 State the reasons why anyone with assests should plan an estate. 
23.04 Identify the major provisions of a will and explain -why the drafting 

of a will is vital to estate planning. 

24.0 DESCRIBE THE ROLE OF CONSUMER CREDIT IN TODAY'S SOCIETY — The student will 
be able to: 

24.01 Define consumer credit. 

"24.02 Identify major providers of consumer credit. 

24.03 State the reason (s) consumer credit exists. 

25.0 IDENTIFY CAREER OPPORTUNITIES AVAIIABLE IN THE CONSUMER CREDIT FIELD — The 
student will be able to: 

25.01 Outline an organizational chart for the consumer lending department 
of a bank. 

25.02 List the various careers in consumer lending. 

26.0 DESCRIBE CONSUMER CREDIT PRODUCTS — The student will be able tot 

26.01 Identify the characteristics of consumer credit products, i.e., open 
ended, secured and unsecured, short and long term. 

26.02 Describe the benefits of credit card use. 

26.03 Kame the activities involved in a credit transaction. 

26.04 Match a mortgage to a home equity loan. 

27.0 DEFINE RISK AND CONSUMER LENDING — The Student will be able to: 

27.01 Define a credit risk. 

27.02 Construct a profile of a good credit risk. 

27.03 Explain the niethod an institution uses to price a loan. 
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Academy of Finance - Continued 

28.0 OUTLINE THE PROCEDUR E S TTILIZED IN PROCESSING A CPEDIT APPMCATION — The 
Student will be able to: 

28.01 Outline the information needed on a credit application. 

28.02 List the documents involved in consumer lending. 

28.03 Develop a letter to notify the applicant of a credit decision. 

29.0 DEMONSTPvATE THE PROCEDURES UTILIZED IN GATHERING CREDIT INFORMATION — The 
student will be able to: 

29.01 Demonstrate a loan interview. 

29.02 Complete a loan application. 

29.03 Outline the procedures involved in credit verification. 

30.0 OUTLINE THE PROCEDURES USED IN EVTUiUATING A LOAN — The student will be able 
to: 

30.01 Analyze a credit grading system. 

30.02 Describe seven signals which may be fraud indicators. 

30.03 Analyze the reasons why credit information should be verified. 

31.0 IDENTIFY THE DOCUMENTS AMD PROCEDURES UTILIZED IN CLOSING A LOAN — The 
student will bo able to: 

31.01 Explain the significance of a loan closing. 

31.02 Identify the documents involved in general consumer lending. 

32.0 OUTLINE THE METHODS UTILIZED IN SERVICING A LOAN — The student will be able 
to: 

32.01 Describe how consumer loans are serviced. 

32.02 Outline collection procedures for a consumer loan. 

32.03 Define bankruptcy. 

33.0 PERFORM DESIGNATED JOB SKILLS — The student will be able tor 

33.01 Perform tasks as outlined in the job performance skills plan. 

33-02 Demonstrate job performance skills. 

33.03 Maintain appropriate records. 

33.04 Attain an acceptable level of productivity. 

33.05 Demonstrate appropriate dress and grooning habits. 

34.0 DEMONSTRATE WORK ETHICS — The student will be able to: 

34.01 Follow directions. 

34.02 Demonstrate good human relations skills on the job. 

34.0 3 Demonstrate good work habits. 

34.04 Demonstrate acceptable business ethics. 

35.0 IDENTIFY TERMINOLOGY UNIQUE TO THE FINANCE AND FINANCE- RELATED 
INDUSTRIES — The student will be able to: 

35.01 Identify and define commonly used financial terms, such as income, 
expense and profit. 

35.02 Identify and record financial data using correct terminology. 

36.0 PERFORM MATH COMPUTATIONS — The student will be able to: 

36.01 Solve addition, subtraction, multiplication and division problems 
using a ten key calculator. 

36.02 Compute tota.ls and sales tax on a sales slip. 

37.0 PERF0PJ>1 DATA PROCESSING ACTIVITIES — The student will be able to: 

37.01 Enter data into an accounts payable systom. 

37.02 Enter data into an accounts receivable system. 

37.03 Enter data into a cash payments system. 

37.04 Enter data into a cash receipts system. 

37.05 Enter data into a payroll system. 
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Academy of Finance - Continued 

38.0 DKMONSTRATE COMMUNICATION SKILLS NEEDEP IN FINANCE AND FINANCE- RELATED 



INDUSTRIES— The student will be able tor 



38.01 Compose and keyboard a letter of application. 

38.02 Compose and keyboard a resume. 

39.0 IDENTIFY FUNCTIONS OF DATA PROCESS ING ->-The student will be able to: 

39.01 Identify computer hardware and software. 

39.02 Identify generic data processing terms. 

39.03 Describe the relationship between a source document and a single 
transaction on a unit of record. 

39.04 Identify the major types of careers in data processing with the 
duties performed and educational requirements needed. 

39 /5 Defino and list in sequence each of the steps of a data processing 
cycle. 

39.06 Identify symbols used in flowchart application. 

40.0 DEMONSTRATE DECISION-MAKING ACTIVITIES — The student will be able to: 

40.01 Select the appropriate action in situations requiring the 
application of business ethics. 

41.0 DEMONSTRATE FINANCIAL ACCOUNTING ACTIVITIES --The student will be able to: 

41.01 Identify the basic elements of the bookkeeping/accounting cycle. 

41.02 Prepare an oight-column work sheet. 

41.03 Post entries from the general journal to the general ledger. 
• 41.04 Prepare an income statement. 

41.05 Prepare a balance sheet. 

41.06 Record purchases transactions in the purchases journal. 

41.07 Record a sales transaction in the sales journal. 

41.08 Post sales journal entries to the accounts receivable ledger and 
general ledger. 

41.09 Record a sales returns and allowances transaction in the general 
journal. 

. 41.10 Post cash receipts journal entries to the accounts receivable ledger 
and genf?ral ledger. 

41.11 Prepare a W-4 form (Employee's withholding Allowance Certificate) . 

41.12 Compute the depreciation rate, annual depreciation, and book value 
of a fixed asset, using straight line and declining balance methods. 

41.13 Define the ACP^ (accelerated cost recovery systen) method of 
depreciation. » 

41.14 Compute the cost of inventory, using FIFO and LIFO, and average cost 
methods. 

41.15 Prepare, record and post entries to record a payroll and payroll 
taxes. 

41.16 Identify business tax-related forms. 
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STUDENT PEPFORMANCE STiMJPARDS 



EFFECTIVE DATE: July, 193 8 



PR0GRA!4 AJ^FA: MARKETING COURSE CREDIT: 1 



PROGRAM TITLE: Academy o£^ Fin a nce PROGRAM NUMBER: 8815100 



COURSE TITLE: Financial Operations COURSE NUMBER: 8815110 

COURSE DESCRIPTION: 

The financi?- . aspect of this course presents basic topics in Macro and Micro 
economics, and the principles and practices of banking and credit in the United 
States. Additional Qmphasis is placed on monoy, credit and banking, economic 
growth and stability, taxation and budgeting, labor management relations and 
international trade. The students become familiar with the major functions of 
banks and other financial i.itermedjaries, central banking by the Federal Reserve 
System and modern trards in the banking industry. The students are introduced to 
credit functions, principles of credit risk evaluation, loan creation, debt 
collection, and stocks and bonds. 



01.0 COMPARE THE DIFFERENCES BETWEEN THE VAPIOUS ECONOMIC SYSTEMS ~The stuc'ent 
Will be able to: 

01.01 Describe the terms "market" and "market systom." 

01.02 Compare and contrast major features of each type of modern economic 
system. 

01.03 Explain the basic principles of. a market system. 

02.0 EXPLAIN THE NATURE OF AMERJCAl? CAPITALTSM THROUGH ITS VARIOUS CONCEPTS — The 
Student will be able to: 

02.01 Summarize American capitalism. 

02.02 Categorize the American market economy. 

02.0 3 Justify the need for supply and demand in our capitalistic economy. 

03.0 EXPLAIN THE PROFIT MOTIVE IN OUR ECONOMIC SYSTEM —The student will be able 
to: 



03.01 Interpret the term "profit." 

03.02 Explain the role of profit investment decisions. 

04.0 DEMONSTRATE BY EXAJMPLES CAPITAI. MARKETS AND THE ROLE SECUPITIKS HAVE WITHIN 
THIS MARKET — The student will be able to: 

04.01 Develop two reasons for corporate efforts to raise the capital. 

04.02 Demonstrate three methods available to corporations for raising 
capital. 

04.03 Show the major purposes of corporate annual reports. 

05.0 DEVELOP SKILL IN INTERPRETING THE FINANCIAL SECTION OF THE DAILY 
• NEWSPAPER — The student v/ill be able to; 

05.01 Identify important financial data components found in the financial 
section of a daily newspaper. 

05.02 Demonstrate the importance of data relating to daily trading in a 
listed New York Stock Exchange stock. 

06.0 ILLUSTRATE HOW PRODUCTION AND SALES IMPACT UPON TlfE AMERICAN 
MARKETPLACE — Tho ntudent will bo able to: 

OCi.Ol Outline how corporate giants develop. 

06.0 2 Compare the features of the proprietorship, partnership, and 

corporation. 

06.03 Differentiate the advantages and disadvantage? of forming a 
corporation. 

07.0 OUTLINE THE ROLE THE FEDF-PJVL RESERVE SYSTEM PLAYS IN OUR MONEY, CREDIT AND 
BANKING PROCESSES — The student will be able to: 

07.01 Define money. 

07.02 Describe the role banks play in the economic growth and development 
of a society. 

08.0 SUMMARIZE HOW ECONOMIC GROWTH AND STABILITY IMPACT UPON THE B USINESS 
CYCLE — The student will be able to: 

08.01 Interpret the concept of economic growth. 

08.02 Explain the various business cycles that occur in our society. 
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Financial Operations - Continued 



09.0 DEFINE IKTEHNATIONAJi TRADE — The student will be able to: 

05.02 Describe what takes pJace during the rise or fall of the exchangt 
rate of the U. S. Dollar. 

09.02 Outline the advanta;. iS and disadvantages of a protectionist policy. 

09.03 Identify possible solutions to the problem of meeting foreign 
competition. 

10.0 S'^AUr TS E HANKItG CO NC EPT AS USED IN At^£RICA — The student will bo ?ble to: 

10.01 Describe the r ,ivices offered by a f uJ ? .service bank. 

10.02 Identify the basic functions of banks. 

10.03 Identify financial services offered by major non-bank competitors. 

1 ] . 0 OUTLINE THE HISTORICAL TPi SITICN THE QAIIKING SYSTEM IN AMER:r\ IIaF TAKEN 
FRO^> THE EARLY YEARS TO ITS CP PR^N T POSITION — The student will be able to: 

11.01 Point out the Federal I ..serve Syrtom's various roles in banking. 

11.02 Identify the major Federal banking laws and their role in banking. 

11.03 Diagram the organisation of *:he Federal Reserve. 

11.04 Identify new products and sellers offered by ful3 -service banks. 

12.0 D FFINE BANKING OPERATIONS — The student Jl be able tc: 

12.01 Outline the major departments in ^ full service bank. 

12.02 Describe the racterip^-'cs of a time deposit tranpacticn. 

12.03 Identify types of negoti .o insfumentr . 

13.0 DESCRIBE THE VARIOCS TYPES OF CREDIT US'V IN OUR ECONOMY — The studf-nt wMl 
be able to: 

13.01 List the typor. oX credit used in our econon^y. 

13.02 Identify characteristics of a gocf^ credit risk. 

13.03 Outline various methods of computing interest. 

14.0 CATEGORIZE CREDTT RISKS — The student will be able to: 

14.01 Explain the factors that should be cousidrrr^d in roakiuq credit 
decisicrc . 

14.02 Summarize the advantages and di sodv an*: ago s of available credit 
planr . 

15.0 O UTLINE THE PROCESSES USED IN MAKING AI.D COLLECTING A LOAN — The student 
v;ill be able to: 

15.01 Describe the legal framework for making loans. 

15.02 Describe the legal framework for making ^ loan collection. 



STUDENT PERFOR>^ANCF STANDARDS nPF'^CTIVE DATE: Juj" j, 1988 

PRCGPJVI^ AREA: I^AJ^KETING COURSE CREDIT: 1 



PROGRAM TITLE: Academy of Finance PROGRAI^ NUMBER: 8815100 

COURSE TITLE: Financial Planning COURSE NUMBER: 88151.^0 



COURSE DESCRIPTION: 

This course develops an awareness of the reed for care and organization in 
planning for the wise use of economic resources and financial product available 
through a study of savings, credit, insurance, banking and financial goalr. The 
student is prcviOcd with ti»e concepts needed to understand commercial consumer 
credit functions and basic operations. The students are mad^^ <iware of tlie career 
opportunities offored by lending institutions. 
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Financial Planning - Continued 



16.0 EXPLAIN THE PROCESSES USED IN THE FIELD OF FINANCIAL PLANNING — The student 
will be able to: 

16.01 Discuss financial planning. 

16.02 Explain basic steps in the process. 

16.03 " Evaluate a hypothetical situation from a financial planning point of 

view. 

16.04 Summarize the extent to which financial planning would benefit 
people of different* circumstances. 



17.0 DESCRIBE THE ROLE OF A FINANCIAL PLANNER - -The student will be able to: 

17.01 Define abbreviations associated with degrees granted by various 
financial institutions and industries. 

17.02 Outline the reasons for confusion in selecting a financial planner. 

17.03 Develop questions necessary for evaluating a planner's credentials. 

17.04 Describe the skills, education and training necessary for a career 
in financial planning. 

3 7.05 List the basic steps in a financial planning process. 

18.0 OUTLINE THE COMPONENTS OF A FINANCIAL PLAN — The student will be able to: 

18.01 Explain the importance of goals during the various phases of 
financial planning. 

18.02 Describe financial information needed in the data gathering phase of 
planning. 

18.03 Explain significance of the income statement and balance sheet for 
financial planning. 

18.04 Explain how a planner analyzes financial data using the components 
of a financial plan. 

19.0 IDENTIFY THE' -PRINCIPLES OF SAVINGS AND BORROWING — The student will bo able 
to: 

19.01 Describe the importance of credit to consumers in the American 
marketplace. 

19.02 List the criteria for judging an individual's credit worthiness. 

19.03 Describe three different types of consumer credit discrimination. 

19.04 Describe a strategy for increasing an individual's savings. 

20.0 DEFIHE THE CONCEPT OF RISK MAJMGEHENT AND INSURANCE PRODUCTS — The student 
will be able to: ] 

20.01 List the broad range of insurance available to consumers. 

20.02 Explain the major insurance-related concepts of risk sharing. 

20.03 Define key terms and concepts relating to insurance. 

20.04 Develop a list of criteria for determining the amount of insurance 
an individual needr. 

20.05 Outline an individual risk profile. • 

21.0 OUTLINE INVESTMENT OPPORTUNITIES AVAILABLE IN TODAY'S FINANCIAL tlARKET — The 
Student will be able to: 

21.01 Identify key investment-related terms, concepts and options. 

21.02 Develop an individual financial plan for a person with a one million 
dollar windfall. 

21.03 Outline a financial strategy for investing in precious metal and 
collectibles. 

22.0 IDENTIFY PETIREMENT PLANNING STRATEG^ S — The student will be able to: 

22.01 Identify sources of retirement funds. 

22.02 List various pension plans. 

22.03 Identify the retirement benefits provided by Social Security. 

22.04 Outline personal income tax planning strategies. 

23.0 IDENTIFY ESTATE PLANNING STRATEGIES — The student will be able to: 

23.01 Define key terms'and concepts relating to estate planning. 

23.02 Identify the major components of an individual estate. 

23.03 State the reasons why anyone v;ith assests should plan an estate. 

23.04 Identify the major provisions of a will and explain why the drafting 
of a will is vital to estate planning. 
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Financial Planning - Continued 



24.0 DESCRIBE THE ROLK OF CONSUMER CREDIT IN TODAY'S SOCIETY —The student will 
be able to: 

24.01 Define consumer credit. 

24.02 Identify major providers of consumer credit. 

24.03 State the reason (s) consumer credit exists. 

25.0 IDENTIFY CAREER OPPORTUNITIES AVAILABLE IN THE CONSUMER CREDIT FIELD --The 
Student will be able to: 

25.01 Outline an organizational chart for the consumer lending department 
of a bank. 

25.02 List the various careers in consumer lending. 

26.0 DESCRIBE CONSUMER CREDIT PRODUCTS — The student will be able to: 

26.01 Identify the characteristics of consumer credit products, i.e., open 
ended, secured and unsecured, short and long term. 

26.02 Describe the benefits of credit card use. 

26.03 Name the activities, involved in a credit transaction. 

26.04 Match a mortgage to a home equity loan. 

27.0 DEFINE RISK AND CONSUMER LENDING — The student will be oble to: 

27.01 Define a credih risk. 

27.02 Construct a profile of a good credit risk. 

27.03 Explain the method an institution uses to price a loan. 

28.0 OUTLTME THE PROCEDURES UTILIZED IN PROCESSING A CREDIT APPLICATION — The 
student will be able to: 

28.01 Outline the information needed on a credit application. 

28.02 List the documentc involved in constimer lending. 

28.03 Develop a letter to notify the applicant of a credit decision. 

29 . 0 DEMONSTRATE THE PROCEDURES UTILIZED IN GATHERING CREDIT INFORMATION — The 
student will be able to: 

29.01 Demonstrate a loan interview. 

29.02 Complete a loan application. 

29.03 Outline the procedures involved in credit verification. 

30.0 OUTLINE THE PROCEDURES USED XN EVALUATING A LOAN — The student will be able 
to: 

30.01 Analyze a credit grading system. 

30.02 Describe seven signals which may be fraud indicators. 

30.03 Analyze the reasons why credit information should be verified. 

31 . 0 IDENTIFY THE DOCUMENTS AND PROCEDURES UTILIZED TH CLOSING A LOAN —The 
student will be able to: 

31.01 Explain the significance of a loan closing* 

31.02 Identify the documents involved in general consumer lending. 

32.0 OUTLINE THE METHODS UT.XIZED IN SERVICING A LOAN — The student will be able 
to: 

32.01 Describe how consumer loans are serviced. 

32. U2 Outline ''ollection procedures for a consumer loan. 

32.03 Define bankruptcy. 
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STUDENT PERFORMAKCE STANDAPDS EFFECTIVE DATE: July, 1988 

PROGRAM AP.EA: MARKETING COURSE CREDIT: 1 



PROGRAM TITLE: Academy of Finance PROGRAM NUMBER: 8815100 



COURSE TITLE: Financial Internship COURSE NUMBER: 8815130 



COURSE DESCRIPTION: 

The financial internship course provides students the opportunity to demonstrate 
human relations, communications, and eroployability skills necessary for 
entry-level employment in the financial services industry. Additionally, it will 
enhance the instruction and competencies developed through classroom instruction. 
Financial internship is scheduJcd to run during the summer months. 



33.0 PERFORM DESIGNATED JOB SKILLS — The Student will be able to: 

33.01 Perform tasks as outlined in the job performance skills plan. 

33.02 Demonstrate job perlormance skills. 

33.03 Maintain appropriate records. 

33.04 Attain an acceptable level of productivity. 

33.05 Demonstrate appropriate dress and grooming habits. 

34.0 DEMONSTRATE vrORK ETHICS — The student will be able to: 

34.01 Follow directions. 

34.02 Demonstrate good human relations srcills on the job. 

34.03 Demonstrate good work habits. 

34.04 Demonstrate acceptable business ethics. 

STUDENT PERFORMANCE STANDARDS EFFECTIVE DATEi July, 1988 

PROGRAM AREA: MARKETING COURSE CREDIT: 1 



PROGRAM TITLE: Acadrmy of Finance PROGRAM NUMBER: 8815100 



COURSE TITLE: Financial Accounting COURSE NUr^BER- 8815140 



COURSE DESCRIPTION: 

This is an accelcrctcd course which covers two yearc of accounting in one. 
There is a focus on the accounting cycle for both business and manufacturing 
industries through the trial balance and adjusting entries. Students learn how 
to use special journals, ledgers and controlling accounts. In addition, they 
prepare financial statements for singol proprir'tors, partnerships, and 
corporations. An emphasis is placed on the analysis and interpretation of 
financial reports. 



35 . 0 IDENTIFY TERMINOLOGY UNIQUE TO THE FINA>jCE AND FINANCE-RELATED 
INDUSTRIES- -The Student will be flfile to: 

35.01 Identify and define commonly used financial terns, such as income, 

expense and profit. 
35. u2 Identify and record financial data using correct terminology. 

36.0 PERFORM MATH COMPUTATIONS — The student will be able to: 

36.01 Solve addition, subtraction, multiplication and division problems 

using a ten key calculator, 
36.0/ Compute totals and sales tax on a sales slip. 

41.0 DEMONSTRATE FINANCIAL ACCOUNTING ACTIVITIES --The student will be able to: 

41.01 Identify the basic elements of the boohheeping/accounting cycle. 

41.02 Prepare an eight-column work sheet. 

41.03 Post entries from the general journal to the general lodaer. 

41.04 Prepare an income statement. 

41.05 Prepare a balance sheet. 

41.06 Record purchase.^ transactions in the purchases journal, 

41.07 Record a sales transaction in the sales journal. 
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Financial Accounting - Continued 



1.08 Post sales journal ontries to the accounts receivable ledger and 
gencr<\3 ledger. 

1.09 Record a sales returns and allowances transaction in the general 
journal. 

1.10 Post cash receipts journal entries to the accounts receivable ledger 
and general ledger, 

1.11 Prepare a W-4 form {Employee's V7ithholding Allowance Certificate), 

1.12 Compute the depreciation rate, annual depreciation, and book vai^e 
of a fixed asset, using straight line and declining balance meth^dis, 

1.13 Define the ACRS ^accelerated cost recovery system) method of 
depreciation, 

1.14 Compute the cost of inventory, using FIFO and LIFO, and average cost 
methods, 

1.15 Prepare, record cjnd post entries to record a payroll and payroll 
taxes, 

1.16 Identify business tax-related forms. 



STUDENT PERFOiUlANCE STANDARDS 
PROGRAM AREA: MARKETING 
PROGRAM TITLE: Acaderpy of Finance 
COURSE TITLE: Financial Coni^uting 



EFFECTIVE DATE: JulYr 1988 
COURSE CREDIT: 1 



PROGRAM NUMBER: 8815100 
COURSE NUMBER: 8815150 



COURSE description: 



This course provides the student with a basic knowledge of Data Processing, In 
addition, this course is the foundation for further training in computer 
programming for business use. Theory, flow charting, and terminology are 
covered. Hands-on data entiy and micro-computer applica .ions with commercially 
prepared software in the areas of text-editing, data base management, businetr 
records, bookkeeping, and electronic spread sheets are covered. 

37.0 PERFORM DATA PROCESSING ACTIV3TIES — The student will be able to: 

37.01 Enter data into an accounts payable system. 

37.02 Enter data into an accounts receivable system, 

37.03 Enter data into a cash payn.ents system. 

37.04 Enter datJi into a cash receipts system, 

37.05 Enter data into a payroll systcn. 



38.0 DEMONSTRATE COMMUNICATION SKILLS NEEDED FINANCE AND FINANCE-RELATED 
INDUSTRIES -**The student will be able to; 

38.01 Compose and keyboard a letter of application, 

38.02 Compose and keyboard a resume, 

39.0 IDENTIFY FUNCTIONS OF DATA PROCESSING — The student will be ahie to: 



39.01 Identify cowputer hardware and software, 

39.02 Identify generic data processing terms. 

39.03 Describe the relationship between a source document and a single 
transaction on a unit of record. 

39.04 Identify the major types of careers An data processing with the 
duties performed and educational requirements needed, 

39.05 Define and list in sequence each of the steps of a data processing 
cycle. 

39.06 Identify symbols used in flowchart application, 

40.0 DEt^ONSTRATE DECISION- MAKING ACTIVITIES— The student will be able to: 



40,01 Select the appropriate action in situations requiring the 
application of business ethics. 
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CURPaCULUM FRAMEl^ORK 

FLORIDA DEPARTMENT OF EDUCATION 

PROGRAM TITLE; Advertising Services 



PROGRAM AREA: Marketing 



EFFECTIVE DATE: July, 1988 



CODE NUMBER: Secondary 8803000 Postsecondary MKAOfT 

Florida CIP ME08.020100 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



APPLICABLE LEVEL (S) 



7-9 



9-12 



Postsecondary Vocational 



POSTSECONDARY ADULT 
VOCATIONAL CPEDITS 



CERTIFICATION COVERAGE: ADVR PROM 7 RETAILING 7 



Postsecondary Adult Vocational 

X Other 10-12, 30, 31 

DIST ED 7 TEACH CDE 7 



I. MAJOR CONCEPTS/CONTENT : The purpose of this program is to P^^f^?-^, ^^^^f 

for employment as merc handise displaye-s and window trimmers |50141000) , ad 
layout persons, or copywriters or to provide supplemental training for 
persons previously or currently employed in these occupations. 

The content includes, but is not limitedto, advertising and displaying 
merchandise and promoting customer goodwill. 

Listed below are the courses that comprise this program when offered at the 
secondary level: 

880J010 Advertising Services 1 
8803020 Advertising Services 2 
8803030 Advertising Services 3 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral P^f ^^^^^ 

program. Equipment a nd supplies should be .provided to enable the student 
to select, design, and construct promotional displays and advertisements. 

Ill SPECIAL NOTE* The Distributive Education Clubs of America is the appro- 
priate vocational student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. When provided, 
these activities are considered an integral part of this instructional 
program. 

The cooperck;:ive method of instruction is appropriate for this prograp.* 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-^oD 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

In accordance with Section 233.0695 F.S., the minimum basic skills grade 
level required for this postsecondary adult vocational program is: Matne- 
matics 6.0, Language 7.0. This grade level number corresponds to a grade 
equivalent score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 450 
hours. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
stuuent^s individual educational plan (lEP) . Additional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's. The job title for which the 
student is being trained must be designated in the lEP, 




IV. INTENDED OUTCOMES ; 
will be able to: 



After successfully completing the program, the student 



01. Demonstrate the human relations skills necessary for success in 
marketing occupations. 
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Advertising Services - Continued 



02. Demonstrate the ability to communicate skillfully. 

03. Apply sale.*; promotion techniques and procedures to the marketing of 
products . 

04. Demonstrate knowledge of merchandising activities. 

05. Perform merchandising math operations unique to marketing. 

06. Demonstrate a knowledge of basic economic principles. 

07. Demonstrate knowledge and application of product and service 
technology. 

08. Demonstrate employability skills. 

09. Understand the role of management. 

10. Demonstrate an understanding of entrepreneurship. 
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STUDENT PEPFORMANCE STANDARDS 

PROGRAM AREA: Marketing 

PROGRAM TITLE: Advertising Services 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: SSOSC^OO 



POSTSECONDARY NUMBER: MKA0080 



01.0 



02.0 



03.0 




DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality inventory for personal improvement. 
01.0 4 Exhibit the ability to get along with others. 

01.05 Discuss the importance of human relations. 

01.06 Develop and demonstrate the unique human relations skills needed 
for successful entry and progress in the marketing occupation 
selected by the student as a career objective. 



DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY - 
to: 



-The student will be able 



02.01 Describe the importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

02.03 Explain the importance of good listening skills. 

02.04 Discuss the role communication plays in marketing. 

02.05 Demonstrate the components of the communication process. 
02.0 6 Demonstrate effective written communications skills. 
02.07 Demonstrate effective oral communications skills. 

02.0 8 Conduct a meeting utilizing parliamentary procedure. 

APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to: 

03.01 List the purposes of advertising, display, and public relations. 

03.02 Explain the importance of sales promotion. 

03.03 Identify various forms of advertising media. 

03.04 Demonstrate an undnr standing of dpsign principles and elements. 

03.05 Distinguish between the kinds of displays. 

03.06 Identify the parts of an advertisement. 

03.07 Develop and explain promotional mix. 

03.08 Identify the most appropriate display for given types of 
merchandise. 

03.09 Identify the patterns of arrangement in display. 

03.10 Prepare an ad layout. 

03.11 Evaluate the effectiveness of an ad. 

03.12 Apply design principles when analyzing and/or creating a display. 

03.13 Draw and label the color wheel. 

04.0 DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES — The student will be 
pible to: 

04.01 Explain the role of buying/purchasing in merchandising. 
04. Q2 Describe the importance of inventory control. 

05.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO MARKETING —The Student will 
be able to: 



05.01 
05.02 
05.03 



05.04 
05.05 
05.06 
05.07 
05.08 
05.09 
05.10 
05.11 
05.12 
05.13 

05.14 



Perform addition, subtraction, multiplication, and division. 
Complete problems using percentages, decimals, and fractions. 
Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash, charge, discount, layaway, 
C.O.D., and returns. 

Demonstrate opening and closing procedure for a cash register. 

Calculate turnover. 

Calculate stock-sales ratio. 

Demonstrate a knowledge of pricing policies. 

Calculate markup as a percentage of cost. 

Calculate markup as a percentage of retail. 

Calculate markdowns on merchandise. 

Calculate open-to-buy. 

Complete an invoice, purchase order, and packing slip. 
Calculate discount date, due date, and amount of payment on an 
invoice. 

Select the most beneficial discount terms for an invoice. 
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Advertising Services - Continued 



05.15 Calculate the amount of merchandise to be recorded utilizing model 
stoclcs • 

05.16 Calculate minimum stock, maximum stock, and reorder quantities on 
strong sellers, 

06.0 DEMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES --The student will be 
able to: 

06.01 Explain the role of marketing in the free enterprise system. 

06.02 List and compare the three major types of economic systems, 

06.03 Describe the channels of distribution, 

06.04 Identify and discuss economic resources, 

06.05 Discuss the role of the consumer in the free enterprise system. 

06.06 Define the concept "supply and demand," 

06.07 Identify and define the functions of marketing. 

06.08 Identify and define the four types of product utility. 

06.09 Identify and explain the elements in the marketing mix (price, 
product, promotion, and place) , 

06.10 Differentiate between the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods) , 

06.11 Name current trends that have developed in retailing, 

06.12 List the major components of Gross National Product. 

07,0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to: 



07.01 Understand the importance of product and service technology. 

07.02 Utilize available sources to obtain product knowledge, 

07.03 Develop and demonstrate a newspaper advertisement. 

07.04 Develop and demonstrate a radio advertisement. 

07.05 Develop and demonstrate a television advertisement. 

07.06 Develop and construct a major display in a place of business, 

07.07 Plan and construct a sales promotion plan for a product, 

08.0 DEMONSTRATE BASIC EMPLOYABILITY SKILLS — The student will be able to: 

08.01 Conduct a job search. 

08.02 Secure information about a job, , 

08.03 Identify documents that may be required when applying for a 30b, 

08.04 Conplete a job application form correctly. 

08.05 Dcanonstrate competence in job interview techniques. 

08.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons, 

08.07 Identify acceptable work habits. 

08.08 Demonstrate knowledge of how to make job changes appropriately. 

08.09 Demonstrate acceptable employee health habits. 

09.0 UNDERSTAND THE ROLE OF MANAGEMENT — -The student will be able to: 

09.01 Understand the function of management. 
09-02 Recommend solutions to marketing problems. 

10.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP— The student will be able 
to: 

10.01 Define entrepreneurship, 

10.02 Describe the importance of entrepreneurship to the American economy, 

10.03 List the advantages and disadvantages of business ownership, 

10.04 Identify the risks involved in ownership of a business, 

10.05 Identify the necessary personal characteristics of a successful 
entrepreneur. 

10.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 
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EFFECTIVE DATE: July, 1988 
COURSE CREDIT: 1 



PROGRAM NUMBER: 8803000 



COURSE TITLE: Advertising Services 1 COURSE NUMBER: 8803010 



COURSE DESCRIPTION: 

This introductory course covers the history, development, and the terminology of 
advertising.^ Students will become familiar with the role of advertising in a 
free enterprise economy from both a marketing view and the conununications 
viewpoint. Emphasis will be placed on the mastery of basic and social skills 
including mathematics, communications, and human relations and their relation to 
the advertising field. Advertising media, the selection of media, planning 
advertising expenditures, and the effects of advertising on personal selling will 
receive major attention. 




STUDENT PERFORMANCE STANDARDS 

FROGRAH AREA: Marketing 

PROGRAM TITLE: Advertising Services 



01.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS -- The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality inventory for personal improvement. 

01.04 Exhibit the ability to get along with others. 

01.05 Discuss the importance of human relations. 

01.06 Develop and demonstrate the unique human relations skills needed 
for successful entry and progress in the marketing occupation 
selected by the student as a career objective. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be able 
to: 



02.01 Der:cribe the importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

02.0 3 Explain the importance of good listening skills. 

02.04 Discuss the role communication plays in marketing. 

02.05 Demonstrate the components of the communication process. 

02.07 Demonstrate effective oral communications skills. 

02.08 Conduct a meeting utilizing parliamentary procedure. 

03.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to; 



03.01 List the purposes of advertising, display, and public relations. 

03.02 Explain the importance of sales promotion. 
03.13 Draw and label the color wheel. 

04.0 DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES — The student will be 
able to: 

04.01 Explain the role of buying/purchasing in merchandising. 

04.02 Describe the importance of inventory control. 

05.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO MARKETING — The student will 
be able to: 



05.01 
05.02 
05.03 



05.04 
05.05 
05.06 
05.07 
05.08 
05.09 
05.10 
05.1? 
05.13 

05.14 



Perform addition, subtraction, multiplication, and division. 
Complete problems using percentages, decimals, and fractions. 
Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash, charge, discount, layaway, 
C.O.D., and returns. 

Demonstrate opening and closing procedure for a cash register. 

Calculate turnover. 

Calculate stock-sales ratio. 

Demonstrate a knowledge of pricing policies. 

Calculate markup as a percentage of cost. 

Calculate markup as a percentage of retail. 

Calculate markdowns on merchandise. 

Complete and invoice, purchase order, and packing slip. 
Calculate discount date, due date, and amount of payment on an 
invoice. 

Select the most beneficial discount terms for an invoice. 




Advertising Services 1 - Continued 



06.0 DEMONSTPATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES — The student will be 
able to: 



06.01 Explain the role of marketing in the free enterprise system. 

06.02 List and compare the three major types of economic systems. 

06.03 Describe the channels of distribution. 

06.04 Identify and discuss economic resources. 

06.05 Discuss the role of the consumer in the free enterprise system. 

06.06 Define the concept "supply and demand." 

06.07 Identify and define the functions of iruirketing. 

06.08 Identify and define the four types of product utility. 

06.09 Identify and explain the elements in the marketing mix (price, 
product, promotion, and place) . 

06.10 Differentiate between the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods). 

06.11 Name current trends that have developed in retailing. 

06.12 List the major components of Gross National Product. 



08.0 DEMONSTRATE BASIC EMPLOYABILITY SKILLS— The student wil} be able to: 



08.01 Conduct a job search. 

08.02 Secure information about a job. 

08.03 Identify documents that may be required when applying for a job. 

08.04 Complete a job application form correctly. 

08.05 Demonstrate competence in job interview techniques. 

08.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

08.07 Identify acceptable work habits. 

08.08 Demonstrate knowledge of how to make job changes appropriately. 
08-09 Demonstrate acceptable employee health habits. 



STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE; July, 1988 

PROGRAM AREA: Marketing COURSE CREDIT: 1 

PROGRAM TITLE: Advertising Services PROGRAM NUMBER; 8803000 

COURSE TITI.E: Advertising Services 2 COURSE NUMBER: 8803020 



COURSE DESCRIPTION: 

This course offering involves the application of the fundamental principles of 
advertising and sales promotion with emphasis on media selection and calculating 
the cost of space in print media, budget preparation, and the creation of 
advertisements utilizing state of the art equipment in the classroom laboratory - 
Additional emphasis will be placed on evaluating and developing an advertising 
plan. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student wi3 3 be able 
to; 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

02.04 Discuss the role coipjnunication plays in marketing. 

02.05 Demonstrate the components of the communication process. 

02.06 Demonstrate effective written communications skills. 

02.07 Demonstrate effective oral communications skills. 

02.08 Conduct a meeting utilizing parliamentary procedure. 

03,0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will bo able to: 

03.03 Identify various forms of advertising media. 

03.04 Demonstrate an understanding of design principles and elements. 

03.05 Distinguish between the kinds of displays. 

03.06 Identify the part's of an advertisement. 

03.07 Develop and explain promotional mix. 

03.08 Identify the most appropriate display for given types of 
merchandise. 

03.09 Identify the patterns of arrangement in display. 

03.10 Prepare an ad layout. 

03.11 Evaluate the effectiveness of an ad. 
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Advertising Services 2 - Continued 



05.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO MAPKETING — The scudent will 
be able tor 

05.10 Calculate markdowns on merchandise. 

05.11 Calculate open-to-buy. 

05.12 Complete and invoice, purchase order, and packing slip. 

05.13 Calculate discount date, due date, and amount of payment on an 
invoice. 

05.15 Calculate th^ amount of merchandise to be recorded utilizing model 
stocks . 

05.16 Calculate minimum stock, maximum stock, and reorder quantities on 
strong sellers. 

07.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SEPVICE 
TECHNOLOGY —The student will be able to; 

07.01 Understand the importance of product and service technology. 

07.02 Utilise available sources to obtain product knowledge. 

07.03 Develop and demonstrate a newspaper advertisement. 
07.07 Plan and construct a sales promotion plan for a product. 

09.0 UNDERSTAND THE ROLE OF MANAGEMENT— The student will be able to: 

09.01 Understand the function of management. 

09.02 Recommend solutions to marketing problems. 



STtTDENT PERFORMANCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE: Advertising Services 
COURSE TITLE: Advertising Services 3 



EFFECTIVE DATE: July, 1988 
COURSE CREDIT: 1 



PROGRAM NUMBER: 8803000 



COURSE NUMBER: 8803030 



COURSE DESCRIPTION: 

This capstone course involves the application of pr 
sales promotion with emphasis on the creation of a 
camera ready and suitable for mechanical reproducti 
planning, designing a direct mail advertisement uti 
the creation of a story board mode] using the neces 
television commercial will determine the student's 
principles. Additional emphasis will be placed on 
coordination of advertising and sales departments, 
and critiques of newspapers, magazines, periodicals 
instructional priority is on the creation of advert 
to actual products, items, and services. 



inciples of advertising and 
well-balanced paste-up that is 
on. Advertising campaign 
lizing creative techniques, 
sary items suitable for a 
mastery of the advertising 
advertising sales and the 
Advertising will be developed 
and brochures. The 
ising by the student relating 



01.0 



02.0 



DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS~The student will be able to: 



01.01 
01.02 
01.04 
01.06 



Exhibit acceptable grooming habits. 

Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 
Exhibit the ability to get along with others. 

Develop and demonstrate the unique human relations skills needed 
for successful entry and progress in the marketing occupation 
Sv?lected by the student as a career objective. 



DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULL Y— The student will be able 
l^ot 



02.01 
02.02 

02.04 
02.06 
02.07 



Describe the importance of clear and concise writing. 
Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

Discuss the role communication plays in marketing. 
Demonstrate effective written communications skills. 
Demonstrate effective oral communications skills. 
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Advertising Services 3 - Continued 



0 3.0 APPLY SALES PPOMOTIQN TECHNIQUES AND PROCEDURES TO THE MAPKET^NG OF 
PRODUCTS — The student will be able to; 

03.11 Evaluate the effectiveness of an ad. 

03.12 Apply design principles when analyzing and/or creating a display. 

05.0 PERFORM MEPCHANDISIMG WTH OPERATIONS UNIQUE TO MARKETING — The student will 
be able to: 

05.07 Demonstrate a knowledge of pricing policitis. 

07.0 DEMONSTRATE KNOWLEDGE PMD APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The studert will be able to: 

07.01 Understand the importance of product and service technology. 

07.02 Utilise available sources to obtain product knowledge. 

07.03 Develop and demonstrate a newspaper advertisement. 

07.04 Develop and demonstrate a radio advertisement. 

07.05 Develop and demonstrate a television advertisement - 

07.06 Develop and construct a major display in a place of business. 

07.07 Plan and construct a sales promotion plan for a product. 

09.0 UNDERSTAND THE ROLE OF MANAGEMENT — The student will be able to: 

09.01 Understand the function of management. 

09.02 Recommend solutions to marketing problems. 

09.03 Identify the special skills needed by the entrepreneur • 

10.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP — The student will be able 
to: 

10.01 Define entrepreneurship. 

10.02 Describe the importance of entrepreneurship to the American economy. 

10.03 List the advantages and disadvantages of business ownership. 

10.04 Identify the risks involved in ownership of a business. 

10.05 Identify the necessary personal characteristics of a successful 
entrepreneur . 

10.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 
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CURRICULUM FRAIiEWORK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVK DATE: July, 1988 



PROGRAM TITLE; Business Management and Ownership 

•CODE NUMBER: Secondary Postsecondary MNA0809 

Florida CIP ME06. 189900 



SECONDARY 

SCHOOL CREDITS COLLEGE CREDITS 


POSTSECONDARY ADULT 
VOCATIONAL CREDITS 


APPLICABLK LEVEL (S) : 7-9 9-12 


Postsecondary Adult Vocational 


Postsecondary Vocational 


X Other 30, 31 





CERTIFICATION COVERAGE: RETAILING 7 DIST ED 7 MKTG MGMT 7 

TEACH CDE 7 WHOLESAL 7 



I. MAJOR CONCEPTS/CONTENT : The purpose of this program is to prepare students 
for employment as sales managers, wholesale and retail (20020800), 
managers, store (20061612) , buyer-assistants, buyers, managers-merchandise, 
owner-managers, or entrepreneurs or to provide supplemental training for 
persons previously or currently employed in these occupations. 

The content includes, but is not limited to, the management of jselling, 
buying, transporting, storing, advertising, displaying and financing the 
marketing of goods and services. 

II* LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Simulated activities should be provided to provide students the 
opportunity to master management skills. 

Ill- SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered en integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
• each student: a training plan, signed by the student, teacher and 

employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experionces; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

In accordance with Section 233.0695 F.S., the minimum basic skills grade 
level required for this postr-ocondary adult vocational program is: Mathe- 
matics 7.0, Language 7.0. This grade leve] number corresponds to a grade 
equivalent score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 540 
hours . 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
will be able to; 

01. Demonstrate the human relations necessary for success in management 
and ownership positions. 

02. Demonstrate the ability to communicate skillfully. 

03. Develop a business plan. 

04. Obtain technical assistance. 

05. Plan the marketing strategy. 

06. Locate the business. 

07. Finance the business. 

08. Deal with legal issues. 

09. Comply with governmental regulations. 

10. Manage the business. 

11. Manage human resources. 

12. Promote the business. , 
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Business Hanagement and Ownership •* Continued 



13* Manage sales ^ 

14* Keep business records* 

15* Manage finances. 

IS* Manage customer credit and collections* 

17* Protect the business* 

18* Demonstrate employabillty skills* 

19* Identify » analyze and recosvoend a solutionis} to a current business 
prc^lem* 

20* Operate coxtputers utiliring software af^ropriate to marketing* 




36 



STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: Julyr 1988 

PROGRAM AREA: Marketing SECONDARY NUMBER: 

PROGRAM TITLE: Business Management and O^vnership POSTSECONDARY NUMBj-R: MNA0809 

01.0 DEMONSTRATE THE HUMAN RELATIONS NECESSARY FOR SUCCESS IN MANAGFMENT AND 
OWNERSHIP POSITIONS — The student will be able to: ' 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality inventory for personal improvement. 

01.04 Exhibit the ability to get along with others. 

01.05 Develop and demonstrate the unique human relations skills needed to 
successfully manage a marketing business designated as a career 
choice. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — -The student will be 
able to: 

02.01 Describe the importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary 

02.03 Explain tne importance of good listening skills. 

02.04 Discuss the role communications plays in marketing. 

02.05 Demonstrate the components of the communication process. 

02.06 Demonstrate effective written conuTiunicatior.s skills. 

02.07 Demonstrate effective oral communications skills. 

02.08 Conduct a meeting utilizinc parliamentary procedure. 

03.0 DEVELOP A BUSINESS PLAN — -The student will be able to: 

03.01 Recognize how a business plan contributes to entrepreneurship. 

03.02 Review the questions that should be answered in a business plan. 

04.0 OBTAIN TECHNICAL ASSISTANCE — -The student will be able to: 

04.01 Identify the technical assistance needed by entrepreneurs. 

04.02 Determine what technical assistance you need. 

05.0 PLAN THE MARKETING STRATEGY —The student will be able to: 

05.01 Explain the "market-oriented" approach to planning. 

05.02 List the controllable factor*.^ in each element of the marketing mix. 

05.03 Justify the use of market information and market research in 
planning. 

05.04 Develop a procedure for identifying target markets and developing 
marketing mix. 

05.05 Outline a marketing plan. 

06.0 LOCATE THE BUSINESS — The student will be able to: 

06.01 Identify factors that should be considered when selecting sites for 
specific types of businesses (retail, manufacturing, wholesale, 
service) . 

06.02 Identify resources available to help entrepreneurs make site 
selections. 

06.03 Identify factors that should be considered when analyzing a 
geographic area as a possible location for a business. 

06.04 Determine the steps involved in selecting a business site. 

06.05 Discuss the factors considered in property appraisal. 

07.0 FINANCE THE BUSINESS — The student will be able to: 

07.01 Explain how to determine the different types of costs that must be 
considered when starting a new business. 

07.02 Compare the advantages and disadvantages of the various sources of 
financing for a new business. 

07.03 Describe the sources of loans that may be available for financing a 
new business. 

07^04 Describe the infotmation that must be nrovided in a loan application 
package. 

07.05 Explain the criteria used by lending institutions to evaluation loan 
applicants. 
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08.0 DEAI, WITH LEGAL ISSUES --The student will be able to: 

08.01 Describe the major legal jissues faced by entrepreneurs. 

08.02 Determine when and how to obtain assistance with legal issues. 

08.04 Identify the major rights and responsibilities of lessees and ^0 
lessors. ^^^^ 

08.05 Identify special cont:*acts used by entrepreneurs (mortgage vs. deeds 
of trust, credit sales contract, and long-term spies contract). 

09.0 COMPLY WITH GOVERNMENT REGUJJ^TIONS — The student wiil be able to: 

09.01 Identify areas of government regulation that should be considered in 
a business plan. 

09.02 Compile a list of appropriate governinental agencies concerni^d with 
regulations, licenses, and permits. 

10.0 MANAGE THE BUSINESS — The student will be able to: 

10.01 Use the decision-making process ':o make business decisions, 

10.02 Identify steps in the planning process. 

10.03 Identify organizational tools for a small business. 

10.04 Identify control procedures that can be used by a business. 

10.05 Identify time management techniques. 

11.0 MANAGE HUMAN RESOURCES — -The student will be able to: 

11.01 Identify the steps involved in hiring employees. 

U.02 Describe the procedures for developing a training program. 

11.03 Explain various styles of management. 

11.04 Describe various techniques that may be used to supervise and 
motivate employees. 

11.05 Describe various methods for communicating with employees. 
^^^^^^l various alternatives for evaluating employee performance. 

11.07 Identify the steps in developing a comprehensive employee 
compensation package. 

12.0 PROMOTE THE BDSINESS --The student will be able to: 

12.01 Develop promotional skills. 

12.02 Describe advertising and sales promotion techniques. 

12.03 Identify cost factors in the selection of alternative promotional 
methods . ^ 

12.04 Identify sources of promotional assistance and information. 

12.05 Identify the objectives of a public relations program. 

13.0 MANAGE SALES — The student will be able to? 

13.01 List sources of product/service information. 

13.02 Describe customer buying motives. 

13.03 List and discuss the basic types of customers to which your business 
will appeal. 

13.04 Demonstrate the process of selling. 

13.05 Discuss sources for finding new customers. 

14.0 KEEP THE BUSINESS R£COPDS --The student will be able to: 

14.01 Identify the sources of assistance in recordkeeping 

i^^^tf^y the types of data that can be provided by recordkeeping. 

14.03 Describe the uses and types of journals and ledgers. 

14.04 Describe various types of business records. 

15.0 MANAGE FINANCES~ The student will be able to: 

15.01 Identify various components of balance sheet reports. 

15.02 Identify terms/concepts commonly used on small business balance 
sheets. 

aI'hI l^^'}^^^y various components of profit and loss statementr.. 

15.04 Analyze uses of various depreciation schedules. 

15.05 Describe how to prepare a cash forecast. 

MANAGF. CUSTOMER CREDIT AN D COLLECTIONS -ThP student will be able to: 
16.01 Identify techniques of setting credit limits for credit customers. 

^8 
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Business Management and Ownership - Continued 



17.0 



18.0 




19.0 



20.0 



16.02 Explain the types of information to be included in a credit record 
for an individual customer. 

16.03 Describe how an average accounts receivable collection period can be 
calculated. 

16.04 Describe how an average accounts receivable collection period can be 
used to identify credit problems in a business. 

16.05 Describe the format that could be used to design an accounts 
receivable aging system. 

16.06 Identify and discuss effective internal credit collection 
procedures. 

16.07 Identify and discuss effective external credit collection 
procedures. 

16.08 Identify and discuss common attitudinal problems managers have about 
credit collections. 

PROTECT THE B USINESS — The student will be able to: 

17.01 Identify various protective measures that can be used to mix»imize 
shoplifting. 

17.02 Identify procedures that can be used to reduce the amount of losses 
from theft. 

17.03 Identify procedures that can be used to reduce the amount of bad 
check losses. 

17.04 Icicntify how to secure business premises against burglary and 
robbery. 

17.05 Identify proper procedures for guarding cash, 

17.06 Identify the different types of business insurance policies 
available. 

DEMONSTRATE EMPLOYABILITY SKILLS -- The student will be able to: 

18.01 Conduct a job search. 

10.02 Secure information about a job. 

18.03 Identify documents that may be required when applying for a job. 

18.04 Complete job application form correctly. 

18.05 Demonstrate competence in job interview techniques. 

18.06 Identify or demonstrate appropriate responses to criticism from 
employer, su£>?5rvisor , or other persons. 

18.07 Identify acceptable work habits. 

18.08 Demonstrate knowledge of how to make job changes appropriately. 

18.09 Demonstrate acceptable extiployee health habits. 

IDENTIFY, ANALYZE AND RECOMMEND A SOLUTION (S) TO A CURRENT BUSINESS 
PROBLEM — The student will be able to: 

19.01 Identify a current business problem. 

19.02 Secure data about the problem. 

19.03 Describe the nature of the problem. 

19.04 Explain the causes of the problem. 

19.05 Identify the procedures that may be used to reduce or eliminate the 
causes of the problem. 

19.06 Write a summary report that when Implemented will imp^'ove the problem 
situation. 

OPERATE COMPUTERS UTILIZING SOFTWARE APPROPRIATE TO MARKETING — The Student 
will be able to; 

20.01 Demonstrate data entry procedures. 

20.02 Demonstrate merchandising math data entry procedures such c»s-stock 
turnover, mark-up, Titark-down, open-to buy, pricing invoice, etc. 

20.03 Demonstrate marketing spreadsheet data entry and output procedures. 

20.04 Demonstrate marketing spreadsheet data decision making skills. 
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CURRICULUM FRAMEWORK PROGRAM ARFA: Marketinq 

FLORIDA DEPARTMENT OF EDUCATION . EFFECTIVE DATE: _JulZi_198L 
PROGRAM TITLE: Business Ownership ^ 



CODE NUMBER: SeconQary 8812000 Postsecondary IJNAOOn 

Florida CilP ME06. 180200 



^^^^„-,-„v POSTSECONDARY ADULT 

Sl^REDITS 1 _ COLLEGE CREDITS VOCATIONAL CREDITS_ 



?PLICABLE LEVEL (S): ^7-9 9-12 ^Postsecondary Adult Vocational 

^Postsecondary Vocational Other 12. 30,31 . — 



SECONDARY : POSTSECONDARY : 

CERTIFICATION COVERAGE: RETAILING* 7 DIST ED 7 Also, MKTG KGMT 7 



TEACH CDE 7 VOIOLESAL 7 



I MAJOU CONCEP TS /CONTENT ; The purpose of this program is to introduce 

stud nts trthe concep t of entrepreneurship, present entreprentarship as 
f career path that is w6rthy of consideration, provide students with 
thfsknis needed to realistically evaluate their potential as a business 
owner and develop the fundamental knowledge and skills necessary to start 
and operate their own business • 

Tho content includes the essential competencies required to operate a 
small business ♦ 

IT L;iBORATORy ACTIVITIES ; Simulated business planning and operation of a 
simulated business are an important part of the instruction of ti.is 
course. 

Ill SPECI AL MOTE ; The Distributive Education Clubs of America the appro- 
pViatrvocat ional student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this 
instructional course* 

Tb- cooperative method of instruction is appropriate for this program. 
•Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional obDectives and 1^?^ of 
on-the-iob and in-school learning experiences; a work station which 
?Cflects equipment, skills and tasks which are relevant to the occupation 
which the Itudont has chosen as a career goal. The student must be paid 
for work performed. 

When the cooperative method of instruction is used, steps should taken 
to insure that each student in the Business Ownership course receives 
on-the-iob experiences designed to develop entrepreneurial management 
level competencies. The student should not be limited to 
Icvel employment. The intent is to provide opportunities for the student 
to be exposed to management level decision making by participating in the 
process as much as possible. The cooperative development of the student 
training plan to include entrepreneurial tasks is essential to assure tne 
success of the student in the accomplishment of the ob3ectives of the 
course. 

If this program is offered for 450 hours or more, in accordance with 
Section 340.149 F.S. , the minimum basic skills grade level required £or 
this postsecondary adult vocational program ?s: Matnematics 7.0, 
Language 7.0. This grade level number corres^.onds to a grade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of tl is program for the average achieving student is 
150 hours. 
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Business Ownership - Continued 



The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual ed oational plan (iep) . Additional credits may bl 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's. The job title for which i-he 
student is being trained must be designated in the IEP. 

IV. ^";^!^DED OUTCOMES: After successfully completing this program, the 
Student will be able to: r ^ / 

01. Explain the concept and importance of entrepreneurship. . 
07.. Determine the advantages and disadvantages of becoming an 

entrepreneur. 
03. Evaluate their potential as entrepreneurs. 

List the components of a business plan and understand how such a 
plan contributes to small business success. 

Identify the factors chat should be considered in deterraininq the 
location of a business. ^ 
Develop a marketing strategy for a small business. 

07. Develop a financial plan for a small business. 

08. Determine how to obtain financing and select the type of ownership 
for a bur,iness. ^ 
Exhibit the knowledge of how to market a product/service. 
Explain the role of management the entrepreneur must assume in the 
operation of a small business. 

11. Plan, develop and operate a simulated business. 

12. Operate computers utilizing software appropriate to marketing. 



04 
05 
06 



09 
10 
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STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 

PROGRAM AREA: Marketing SECONDARY ^'UMBER: 8817000 

PROGRAM TITLE: Business Ownership POSTSECONDARY NUMBER: MNA0091 

01-0 EXPLAIN THE CONCEPT AND IMPORTANCE OF ENTREPRENEURSllIP ^-The student will 
be able to: " 

01.01 Define entrepreneurship. 

01.02 Define entrepreneurs. 

01.03 Discuss the importance of entrepreneurships to the American 
economy. 

^2.0 DETERMINE THE ADVANTAGES AND DISADVANTAGES C BECOMING AN 
ENTREPRENEUR — The student will be able to: 

02.01 List the advantages: of ownership of a small business. 

02.02 List the disadvantages of ownership of a small business. 

02.03 Identify the risks involved in ownership of a small business. 

03.0 EVALUATE THEIP POTENTIAL AS ENTREPRENEURS- -The student will be able to: 

03.01 Identify the necessary personal qualities of the successful 
entrepreneur. 

03.02 Identify the business/management skills needed to operate a small 
business efficiently and effectively. 

04.0 LIST THE COMPONENTS OF A BUSINESS PLAN AND UNDERSTAND HOW SUCH A PLA N 
CONTRIBUTES TO SMALL BUSINESS SUCCESS -- The student will be able tor 

04.01 Identify the components of a business plan. 

04.02 Discuss the importance of a "business plan." 

04.03 Complete a business plan worksheet. 

05-0 IDENTIFY THE FACTORS THAT SHOULD BE CONSIDEPED IN DETERMINI NG THE 
LOCATION OF A BUSINESS —The student will be able toz 

05.01 Discuss the factors to be considered when selecting the city or 
town. 

05.02 Discuss the factors to be considered when choosing an area of the 
city or town. 

05.03 Discuss: the factors to be considered when pinpointing a specific 
site. 

05.04 Discuss the factors to be considered when evaluating a specific 
building. 

06.0 D EVELOP A MARKETING STPJ^TFGY FOR A SMALL BUSINESS —The student will be 
able to: 

06.01 Define and develop a customer profile. 

06.02 Explain the importance of "store image." 

06.03 Explain the importance of determining a "price line." 

06.04 Explain the importance of determining a "product policy." 

06.05 Explain the importance of determining a "customer service 
policy. " 

06.06 Develop a marketing plan for a simulated business. 

07.0 DEVELOP A FINANCIAL PLAN FOR A SWLL BUSINESS --The student will be able 
to: 

07.01 Define capital and estimate the dollar amount needed to open a 
business. 

07.02 Project monthly and annual business income for the first year of 
operation. 

07.03 Estimate annual and monthly cash flow for the first year of 
operation. 

07.04 Calculate the sales volume required for the first year of 
operation. 

07.05 Prepare a statement of opening assets, liabilities, and net worth 
for your business. 

07.06 Prepare a cash flow projection for a simulated business. 

^^•^ ESIT'f ^? 2^^^^^ FINANCING AND SELEC T THE TYP^ OF OWNERSHIP FOR A 

BUSINESS — The student will be able to: " 
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Business Ownership - Continued 



08.01 Identify sources of funds. 

08.0?. Prepare a loan application 

08.03 Identify the types of business ownership. 

08.04 Identify the features of each type of business ownership. 

09.0 EXHIBIT THE KNOWLEDGE OF HOW TO MARKET A PRODUCT — -The student will be 
able to: 



09.01 Define the concept of sales promotion. 

09-02 Compare the major methods of sales promotion used by small 
businesses. 

09.03 Discuss the role of advertising in a small business. 

09.04 Discuss the role of selling in a small business. 

09.05 Justify the importance of a public relations program for a small 
business. 

09.06 Plan the marketing strategy for a simulated business. 

10.0 EXPLAIN THE ROLE OF MANAGEMEIIT THE ENTREPRENEUP MUST ASSUME IN THE 
OPERATION OF A SMALL BUSINESS — The student will be able to: 



10.01 
10.02 
10.03 
10.04 
10.05 

10.06 



10.07 
10.08 



Define and expla 
Define "organiza 
Discuss the step 
Discuss the vari 
Define "control" 
business. 
Discusr the rela 
to a small busin 
a small busines 
Explain the vari 
Identify sources 
owner . 



in the functions of management, 
tional chart" and explain its importance, 
s in the hiring of employees, 
ous aspects of supervision of employees, 
and explain its importance in operating a 

tionship of government (federal, stste and local) 
ess and give examples of regulations that affect 

ous types of taxes that affect a small business, 
of technical assistance for the small business 



11.0 



PLAN, DEVELOP AND OPERATE A SIMULATEP BUSINESS — The Student will be able 
to: 



11.01 Select a business venture. 
11.0;^. Dovolop a bufjincss plan. 

11.03 Describe the way the business will operate. 



12 . 0 OPERATE COMPUTERS UTILIZING SOFT^'?ARF APPROPRIATE TO MARKETING — The 
student will be able to: 



12.01 Demonstrate data entry procedures. 

12.0? Demonstrate merchardising math data entry procedures such 

as-stock turnover, mark-up, mark-down, open-to buy, pricing 
invoice, etc. 

12.03 Demonstrate marketing spreadsheet date entry and output 
procedures . 

12.04 Demonstrate marketing spreadsheet data decision making skills. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 



FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: Julyr 1988 

PROGRAM TITLE: Cashier 

CODE NUMBER: Secondary 8827000 Postsecondary MKA0095 

Florida CIP ME08. 079901 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS 1 COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL(S): 7-9 9-12 Postsecondary Adult Vocational 

Postsecondary Vocational X Other 10-12, 30, 31 

CERTIFICATION COVERAGE: RETAILING 7 DIST ED 7 TEACH CDE 7 



I* MAJOR CONCEPTS /CONTENT : The purpose of this program is to prepare students 
for employment as cashiers (4 0060800) or to provide supplemental training 
for persons previously or currently employed in this occupation. 

The content includes, but is not limited to, handling merchandise, customer 
relations, operation of saJes equipment, responsibilities of employees in 
business operations, and employability skills. 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Equipment should be provided to provide store front end 
experiences. 

III. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership 
training experiences and reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this 
instructional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offeired, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
s^ ^'ent has chosen as a career goal. The student must be paid for work 
pel iormed. 

If this program is offered for 450 hours or more, in accordance with 
Section 233.0695 F.S., the minimum basic skills grade level required for 
this postsecondary adult vocational program is: Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a nrade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 150 
hours. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual educational plan (lEP). Additional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's. The job title for which the 
student is being trained must be designated in the lEP. 

IV. ^^Jfgf^ggCOMES : After successfully completing this program, the student 

01. Apply good human relations and communications skills 

02. Perform basic cash register operations. 

03. Perform collection of money and change making. 

04. Perform stockkeeping and housekeeping duties. 

05. Perform customer services. 

06. Perform selling skills. 

07. Demonstrate employability skills. 



STUDENT PERFORMANCE STANDARDS 
PROGRAM AREA; Marketing 
PROGRAM TITIiK: Cashier 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: 8827000 




POSTS ECONDARY NUMBER: MKA0095 



01.0 



APPLY GOOD HUMAN RELATIONS AND COMMUNICATION SKILLS - 
able to: 



-The stude.it will be 



01.01 Demonstrate punctuality, dependability, loyalty, initiative, and 
honesty. 

01.02 Respond positively to constructive criticism by changing behavior. 

01.03 Follow store policies and procedures. 

01.04 Demonstrate courtesy, tact and listening skills in all work 
situations . 

01.05 Maintain confidentiality regarding company information. 

01.06 Write a simple memo legibly. 

01.07 Take, confirm, and relay messages in person and by phone. 
02.0 PERFORM BASIC CASH REGISTER OPERATIONS — The student will be able to: 

02.01 Set up cash register for operation. 

02.02 Change register tape. 

02.03 Report and record register errors. 

02.04 Handle cash register malfunctions. 

02.05 Ring up merchandise. 

02.06 Differentiate between taxable and non-taxable merchandise. 

02.07 Compute sales tax. 

02.08 Calculate split prices for group-priced items. 

02.09 Weigh catch-weight items. 

02.10 Close out register. 

02.11 Report suspected cash overages and shortages to head cashier. 

02.12 Report to head cashier cash drawer requirements such as cash 
pickups and change. 

02.13 Complete all required reports to supervisor. 

03.0 PERFORM COLLECTION OF MONEY AND CHANGE MAKING — The student will be able to: 

03.01 Make change and count it out to the customers. 

03.02 Process checks according to store policy. 

03*Cj Prepare sales invoices as documentation for warranties. 

03.04 Perform a charge transaction according to store policy. 

03.05 Process valid redeemable consumer coupons to reimburse customers 
accordingly. 

03.06 Process food stamps or other similar coupons in payment for 
acceptable items. 

03.07 Issue trading stamps. 
03. OC Issue rain checks. 

03.09 Perform customer exchanges and refunds according to store policy. 
0** 10 Compute customer discounts. 

04.0 PERF0R51 STOCKKEEPING AND HOUSEKEEPING DUTIES— The student will be able to: 



04.01 
04.02 
04.03 
04.04 
04.05 
04.06 
04.07 

04.08 



Clean checkout counter and equipment. 
Replenish bagging supplies. 

Stock items as assigned by store manager, and replenish as needed. 
Ticket and mark stock or shelves. 
Clean and dust stock. 

Report improper pricing according to store policy. 

Check stock for damage, shortages, spoilage and report such to 

supervisor. 

Report to supervisor customer requests such as itemc desired and 
items discontijnued. 

Perform housekeeping duties as required by supervisor. 



04 .09 

05*0 PERFORM CUSTOMER SERVICES— The student will be able to 



05.01 
05.02 



Direct customers to various store areas. 

Bag customer purchases and request carry-out assistance. 



06.0 PERFORM 3ASXC SELLING SKILLS — The student will be able toj 



06.01 

06.02 
06. 03 



Conduct a sale. 

Supply customers information on advertised items. 
Set up and break down displays. 



er|c 
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Cashier - Continued 

07.0 DEMONSTRATE EMPLOYABILITY SKILLS — -The student will be able to; 

07.01 Conduct a job search. 

07.02 Secure information about a job. 

07.01 Identify documents that may be required when applying for a job. 

07. C I Complete a job application form correctly. 

07.05 Demonstrate competence in job interview techniques. 

07.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

07.07 Identify acceptable work habits. 

07.08 Demonstrate knowledge of how to make job changes appropriataly . 

07.09 Demonstrate acceptable employee health habits. 
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CURRICULUM FRAMEWORK 

FLORIDA DEPAPTHENT OF EDUCATION 

PROGRAM TITLE: Fashion Marketing 



PROGRAM AREAr Marketing 



EFFECTIVE DATE: July, 1988 



CODE NUMBER: Secondary 8806000 

Florida CIP ME08, 010200 



Postsecondary CTE0990 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 



7-9 



9-12 



Postsecondary Vocational 



^Postsecondary Adult Vocational 
X Other 10-12, 30, 31 



CERTIFICATION COVERAGE: RETAILING 7 



DIST ED 7 



TEACH CDE 7 



II. 



III. 



ERLC 



I. MAJOR CONCEPTS/CONTENT ; The purpose of this program is to prepare students 
for employment as salespersons, general merchandise (279.357-054) or to 
provide supplemental training for persons previously or currently employed 
in this area. 

The content includes, but is not limited to, selling, baying, transporting, 
storing, advertising, displaying and financing goods and services in the 
fashion marketing industry. 

Listed below are the courses that comprisa this program when offered at the 
secondary level: 

8806010 Fashion Marketing 1 
8806020 Fashion Marketing 2 

LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Retail store merchandising activities should be provided. 

SPECIAL NOTE : The Distributive Education Clubs of America is the 
appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, those activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program, 
^^henever the cooperati.ve method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

If this program is offered for 450 hours or more, in accordance with 
Section 233.0695 F.S., the minimum basic skills grade level required for 
this postsecondary adult vocational progra-m is: Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a grade equivalent 
score obtained on a state designated basic skills examination. 



typical length of this program for the average achieving student is 
•s. ? 



The ^ 
hours. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual educational plan (lEP) . Additional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's. The job title for which the 
student is being trained must be designated in the lEP. 
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IV. INTENDED OUTCOMES ? 
will be able to: 



After successfully completing the program, the student 



01. Demonstrate employability skills. 

02. Demonstrate the human relations skills necessary for success in 
marketing. 
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Fashion Marketing - Contfhued 



03. Utilise eftectivo soiling techniques and procedures. 

04. Perform merchandising math operations unique to fashion marketing. 

05. Demonstrece communications skills. 

06. Demonstrate merchandising skills. 

07. Practice marketing operational techniques. 

08. Apply product and service technology. 

09. Demonstrate basic economic principles. 

10. Plan a career objective in the field of fashion marketing. 

11. Demonstrate management/entrepreneurship skills. 

12. Demonstrate an understanding of entrepreneurship. 

13. Operate computers utilising software appropriate to marketing. 
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STUDENT PERFORMANCE STAI^DARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: Marketing SECONDARY NUMBER: 8806000 

PROGRAM TITLE: Fashion Marketing POSTSECONDARY NUMBER: CTE0990 



01.0 DEMONSTRATE EMPLOYABILITY SKILLS — -The student will be able to: 

01.01 Conduct a job search. 

01.02 Secure information about a job. 

01.03 Identify documents that may be required when applying for a job. 

01.04 Complete a job application form correctly. 

01.05 Demonstrate competence in job int'^rview techniques. 

03.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

01.07 Identify acceptable work habits. 

01.08 Demonstrate knowledge of how to make job changes appropriately. 

01.09 Demonstrate acceptable employee health habits. 

07,0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN 
MARKETING— The student will be able to: 

02.01 Develop and use a personality inventory for personal improve*nent. 

02.02 Exhibit the ability to get along with others. 

02.03 Exhibit courtesy to customers, co-workers and supervisors. 

03.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES — The student will be 
able to: 

03.01 Demonstrate an effective sales presentation, to include steps of a 
sale; consumer buying motives; types of approaches such as greeting, 
merchandise and service; proper time to approach a customer to open 
a sale; and feature-benefit analysis. 

03.02 Handle different customer types, such as the casual looker, the 
decided customer r an^ the undecided customer. 

03.03 Demonstrate the proper w^y to fold^ wrap and bag merchandise after a 
sale. 

04 . 0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO FASHION MARKETING — The 
student will be able to: 

04.01 Perform addition, subtraction, multiplication and division. 

04.02 Complete problems using percentages, decimals^ and fractions as in 
saK^? transactions. 

04.03 Demonstrate procedures for making change, as in preparing a bank for 
opening or closing a terminal. 

04.04 Demonstrate procedures for accepting and approving a check as part 
of a sales transaction. 

04.05 Calculate markdown on merchandise. 

04.06 Calculate markup on merchandise. 

04.07 Complete problems on pricing, such as fixed or variable pricing, 
odd-cent pricing, and loss leader pricing. 

04.08 Calculate turnover. 

04.09 Calculate discounts and terms of sales on an invoice. 
05.0 DEMONSTRATE COMMUNICATIONS SKJTJL,S — The student will be able to: 

05.01 Demonstrate telephone etiquette. 

05.02 Speak effectively to customers, co-workers, supervisors and vendors, 
using proper grammar and terminology. 

05.03 Demonstrate good listening skills. 

or.. 04 Write a business letter to a vendor or other business contact. 
05.05 Conduct a meeting utilizing parliamentary procedure. 

06.0 DEMONSTRATE MERCHANDISING SKILLS — The student will be able to: 

06.01 Perform br.cic stockkeoping techniques, such as sorting by color, 
size and/or classification; using the appropriate hanger; and 
cleaning merchandise fixtures. 

06.02 Demonstrate initiative in maintaining stock, as in tasks such as 
rehanging merchandise, studying hangtags, and restocking 
merchandise. 

C'''.03 Demonstrate the sales promotion technique of locating advertised 

merchandise on the selling floor. 
06*04 Take merchandise inventory. 

06.05 Assis'u in the planning and presentation of fashion shows, including 
steps, purposes and types of shows. 
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06.06 Assist in the preparation of merchandise displays, including design 
principles and elements, kinds of disp3ays, patterns of arrangement, 
color principles and appropriate display for given types of 
merchandise. 

06.07 Plan a promotional campaign for an apparel/accessory item or line, 
to include types of media, promotional mix and evaluation of 
effectiveness, 

07.0 PRACTICE MARKETING OPERATrONAL TECHNIQUES - -The student will be able to: 

07.01 Practice accident prevention in work situations. 

07.02 Demonstrate receiving/checking techniques. 

07.03 Demonstrate ttjchnigues in preventing security problems, such as 
correct procedures for apprehending shoplifters. 

08.0 APPLY PRODUCT AND SERVICE TECHNOLOGY~ The student wil3 be able to: 

08.01 Demonstrate appropriate techniques and teminology for selling 
apparel and accessories merchandise. 

08.02 Demonstrate fashion principles in the merchandising of apparel and 
accessories, to include principles such as consumers' influence on 
fashion through acceptance or rejection of offered styles, fashions' 
independence from price, fashions* evolutionary nature rather than 
revolutionary nature, lack of influence of sales promotion on the 
directions in which fashion moves, and the principle that all 
fashions end in excess. 

08.0 3 Identify different types of fabric construction. 

08.04 Identify natural and man-made materials utilized in apparel and 
accessories, including finishes and cnre techniques. 

08.05 Demonstrate fitting procedures with attention to different figure 
types and appropriate color and design principles and elements. 

08.06 Identify r signers who have had a majrr influence on fashion. 

08.07 Identify ^ ..t, present and future ctyles of apparel and accessories. 

08.08 Explain the importance of brand names in marketing fashion apparel 
and accessories. 

09.0 DEMONSTRATE BASIC ECONOMIC PRINCIPLES— The Student will be able to: 

09.01 Describe the channels of distribution. 

09.02 Explain the role of marketing in the free enterprise system. 

09.03 Explain the role of the piofit motive :n the marketing of apparel 
and accessories. 

09.04 IdentiCv che functions of marketing. 

09.05 Explair the elements in the marketing mix, inclu'2ing price, product, 
promo* .'.on and place. 

09.06 Identify current trends that have developed in *.ashion marketing in 
the pa..t ten years, including fashion cycle, forecasting, and the 
importance of these trends on fashion merchandising. 

09.07 Describe the concept "supply and demand." 

10.0 PLAN A CAREEtl C r. ctfc'CII^^^ IN THE FI EL D OF FASHION MARKET ING —The student will 
be able to: 

10.01 Develo^ i plan for se«*h.ing a spociiic career in fashion marketing, 
includ.^ng training and e*5acational requirements, needed ski"*^s and 
abilities, and steps for reaching Cc^reer goals in the chos^ areer. 

10.02 Demonstrate the competencies, reqiiisod at enfy leve . in a chosen 
fashion marketing position. 

11.0 DEHONSTrjKi'E MANAGEMENT/ENTRE^RENFURSHIP SKILLS — The stMdent will be able 
to: 

11.01 Describe basic types of retctil business ownership. 

11.02 Develop a plan to establish and open a fashion btoinesn. 

1^*0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENFURSHlP ~Th^ student will be able 
tol 



12.01 Define entrepreneurship. 

17.02 Describe the importance of entrepreneurship to tne American economy. 

12.03 List the advantages and disadvantages of business ownership. 

12.04 Identify the risks involved in ownership of a businr s. 

12.05 Identify tie necessary personal characteristics of a successful 
entrepreneur. 

1?.,06 Identify the business skills needed to operate a small business 
efficiently and effectively. 
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13,0 OPERATE COMPUTERS UTILIZING MAPKETING SOFTWARE— -The student will be able 



13.01 Demonstrate date entry procedures • 

13.02 Demonstrate merchandising math data entry procedures such as-stock 
turnover, mark-up, mark-down, open-to buy, pricing invoice etc. 

13.03 Demonstrate marketing spreadsheet data entry and output procedures. 

13.04 Demonstrate marketing spreadsheet data decision making skills. 



to: 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 198a 



PROGRAM AREA: Marketing COURSE CREDIT: 



• 
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PROGRAM TITLE: Fashion Marketing PROGRAM NUMBER: 880fa000 

COURSE TITLE: Fashion Marketing 1 COURSE NUMBER: 8806010 

COURSE DESCRIPTION: 

This course provides instruction for entry-level employment in the fashion 
industry. The content includes orientation to employment skills, selling, human 
relations, fashion show production coitununi cat ions, and career planning as related 
to the fashion industry. 

01.0 DEMONSTRATE BASIC EMPLOYABILITY SKILLS —The student will bo able to: 

01.01 Conduct a job search. 

01.02 Secure information about a job. 

01.03 Identify documents that may be required when applying for a job. 

01.04 Complete a job application form correctly. 

01.05 Demonstrate competence in job interview techniques. 

01.06 Identify or demonstrate appropriate responses to critici m from 
employer, supervisor, or other persons. 

01.07 Identify acceptable work habits. 

01.08 Demonstrate knowledge of how to make job changes appropriately. 

01.09 Demonstrate acceptable employee health habits. 

02.0 DEMOMSTRATF THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS MARKETING 
OCCUPATIONS — The student will be able to; 

02.01 Develop and use a personality inventory for personal improvement. 

02.02 Exhibit the ability to get along wi*.h others. 

02.03 Exhibit courtesy to customers, co-workers and supervisors. 

OUO UTILIZE EFFECTIVE SEIJLING TECHNIQUES AND PROCEDURES — The student will be 
able to: 

03.01 Demonstrate an effective sales presentation, to include steps of a 
sale; consumer buying motives; types of approaches such i\s greeting, 
merchandise and service; proper time to approach a customer to open 
a sale; and feature-benefit analysis. 

03.02 Handle different customer types, such as the casual looker, the 
decided customer, and the undecided customer. 

03.03 Demonstrate the proper way to fold, wrap and bag merchandise after a 
sale. 

04.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO FASHION MARKETIHG — The 
Student will be able to; 

04.01 Perform addition, subtraction, multiplication and division. 

04.02 Complete problems using percentages, decimals ^ and fractions as in 
sales transactions. 

04.03 Demonstrate procedures for making change, as in preparing a bank for 
opening or closing a terminal. 

04.04 Demonstrate procedures for accepting and approving a check as part 
of a sales transaction. 

05.0 DEMONSTRATE COMMUNICATION SKILLS — The student will be able to: 

05.01 Demonstrate telephone etiquette. 

05.0? Speak effectively to customers, co-workers, supervisors and vendors, 
using proper grammar and technology. 

05.03 Demonstrate good listening skills. 

05.04 Write a business letter to a vendor or other business contact. 

05.05 Conduct a meeting utilir.xng parliamentary procedure 

06.0 DEMONSTPJVTE MERCHANDISING SKILLS' - -The student will be able to: 

06.01 Perform basic stockkeeping techniques, such as sorting by color, 
size ard/or classification; using the appropriate hanger; and 
cleaning merchandise fixtures. 

06.02 Demonstrate initiative in maintaining stock, as in tasks such as 
rehanging merchandise, studying hangtags, and restocking 
merchandise. 
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06.03 Demonstrate the sales promotion technique of locating advertised 
merchandise on the selling floor. 

06.04 Take merchandise inventory. 

07.0 PRACTICE MAnKKTING OPER/Vf lONAL TECHNIQUES— The student will be able to: 

07.01 Practice accident prevention in work situations. 

07.02 Demonstrate receiving/checking techniques. 

07.03 Demonstrate techniques \n preventing security problems, such as 
correct procedures for apprehending shoplifters. 

08.0 APPLY PRODUCT AI;D SERVICE TECHKOLOGY — The student will be able to: 

08.01 Demonstrate appropriate techniques and terminology for selling 
apparel and accessories merchandise. 

^9.0 DEMONSTRATE BASIC ECONOMIC PRINCIPLES — The student will be able to: 

09.01 Describe the channels of distribution. 

09.02 Explain the role of marketing in the free enterprise system. 

09.03 Explain the role of the profit motive in the marketing of apparel 
and accessories. 

10.0 PLAK A CAREER OBJECTIVE IN THE FIELD OF FASHION MARKET JKG--The student will 
be able to: ' ' 

10.01 Develop a plan for seeking a specific career in fashion marketing, 
including training and educational requirements, needed skills and 

steps for reaching career goals in the chosen career. 

10.02 Demonstrate the competencies required at entry level in a chosen 
fashion ir.arketing position. 




STUDENT PERFOPJtANCE STANDARDS 

PROGRAM AREA: Marketing 

PROGRAM TIT:.E: Fashion Marketing 



EFFECTIVE DATE: July, 1988 
COURSE CREDIT: 1 



COURSE TITLE: Fashion Marketing 2 



PROGRAM NUMBER; 8806000 
COURSE NUMBER: 8806020 
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COURSE DESCRIPTION: 

This course provides instruction for advancement to positions above the 
entry-level employment. The content includes merchandising techniques, marketing 
math operations, entrepreneurship, designers, terminology and career planning as 
related to the fashion industry. f ^ 

^^•0 P ERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO FA SHION MARKETING--The 
student will bo able to: ~ " ' 

04.05 Calculate markdown on merchandise. 

04.06 Calculate markup on merchandise. 

04.07 Complete problems on pricing, such as fixed 'or variable pricing, 
odd-cent pricing, and loss leader pricing, 

04.08 Calculate turnover. 

04.09 Calculate discounts and terms of sale on an invoice. 
^^•0 DEMONSTRATE MERCHANDISING SKILLS — The student will be able to: 

06.05 Arsist in the planning and presentation of fashion rhows, including 
steps, purposer and types of shows. 

06.06 Assist in the preparation of merchandise displays, including design 

Cotor^Er^nntnfoc^"'^^^' ^^"-^ displays, patterns of arrangement, 

. I P^^-'^ciples and appropriate display for yiven types of 
mer cnanct i se . 

06.07 Plan a promotional campaign for an apparel/accessory item or line 
effectiveness!"^" °^ P'^°"'°*--i°"^l n,i« and eva^ua^ion of ' 
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08*0 APPLY PRODUCT AND SERVICK TECHNOLOGY — The student will be able to: 

Demonstrate fashion principles in the merchandising of apparel and 
accessories, to include principles such as consumers* influence on 
fashion through acceptance or rejection of offered styles, fashions* 
independence from price, fashions* evolutionary nature rather than 
revolutionary nature, lack of influence of sales promotion on the 
directions in which fashion moves, and the principle that all 
fashions end in excess. 

Identify different types of fabric cons-ruction. 
Identify natural and man-made materials utilized in apparel and 
accessories, including finishes and care techniques. 
Demonstrate fitting procedures with attention to different figure 
types and appropriate color and design principles and elements. 
Identify designers who have had a major influence on fashion. 
Identify past, present and future styles of apparel and accessories. 
Explain the importance of brand names in marketing fashion apparol 
and accessories. 

09.0 DEMONSTRATE BASIC ECONOMIC PRINCIPLES — The student will be able to: 

09.04 Identify the functions of marketing. 

09.05 Explain the elements in the marketing mix, including price, product, 
promotion and place 

09.06 Identify current trends that have developed in fashion marketing in 
the past ten years, including fashion cycle ^ forecasting, and the 
importance of these trends on fashion merchandising. 

09.07 Describe the concept "supply and demand.** 

11.0 DEMONSTRATE MANAGEMENT/ENTREPRENEURSHIP SKILLS" The student will be able 
to: 

11.01 Describe basic types of retail business ownership. 

11.02 Develop a plan to establish and open a fashion business. 

DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEllRSHIP ~The student will be able 
to: 

12.01 Defino entrepreneurship. 

12.02 Describe the importance of entrepreneurship to the American economy. 

12.03 List the advantages and disadvantages of business ownership. 

12.04 Idetttify the risks involved in ownership of a business. 

12.05 Identify the necessary personal characteristics of a successful 
entrepreneur. 

12.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 

13.0 OPERATE COMPUT^.RS UTILIZING SOFTWARE APPROPRIATE TO MARKETING— The student 
will be able to: 

13.01 Demonstrate date entry procedures. 

13.02 Demonstrate merchandising math data entry procedures such as-stock 
turnover, mark-up, mark-down, open-to buy, pricing invoice etc. 

13.03 Demonstrate marketing spreadsheet data entry and output procedures. 

13.04 Demonstrate marketing spreadsheet daia decision making skills. 



08.02 



08.03 
08.04 

08.05 

08.06 
08.07 
08.08 
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CURRICULUM FRA^^£V^ORK PROGRAM AREA: Marketing 



• 



FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 
PROGRAM TITLE: Fashion Marketing Management 



CODS MUMBER: Secondary Postsecondary CTE0991 

Florida CIP ME08. 140101 

SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL(S): 7-9 9-12 Postsecondary Adult Vocational 

Postsecondary Vocational X Other 30, 31 



CERTIFICATION COVERAGE: RETAILING 7 DIST ED 7 TEACH CDE 7 MKTG MGMT 7 

I, MAJOR CONCEPTS /CONTEN "'. The purpose of this program is to prepare students 
for omploymenl in the 5parol/accessoi ies industry as display managers, 
depaxtment managers, buyers, sales managers, merchandise managers, floor 
managers, or manager-owners or to provide supplemental training for those 
persons previously or currently employed in these occupat ' ns. 

The content includes, but is not limited to, the management of the selling, 
buying, transporting, storing, advertising, displaying and financing goods 
and services in the fashion marketing industry. 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Retail store merchandising activities should be provided. 

III. 




P 

tional progrr.m 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and u Ixst of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed . 

In accordance with Section 233,0695 F.S., the minimum basic skills grade 
level required for this postsecondary adult vocational program is: Mathe- 
matics 6.0, Language 7.0, This grade level number corresponds to a grade 
equivalent score obtained^on a state designated basic skills examination. 

The typical length of this program for the average achievina otudent is 900 
hours . 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
will be able to: 

01, Demonstrate the human relations skills necessary for success in 
marketing occupations, 

02, Demonstrate the ability to communicate skillfully, 

03, Utilire effective selling techniques and procedures. 

04, Apply sales promotion techniques and procedures to the marketing 
of fashion products. 

05, Demonstrate knowledge of merchandising activities, 

06, Perform merchandising math operations unique to fashion marketing, 

07, Demonstrate a knowledge of basic economic principles, 

08, Understand the importance of marketing operations. 

09, Demonstrate knowledge and application of product and service 
technology, 

10, Demonstrate employability skills. 

11, Understand the role of the manager and the entrepreneur. 

12, Develop a business plan. 
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Fashion Marketing Management - Continued 



13. Obtain technical assistance. 

14. Plan the marketing strategy. 

15. Locate the business. 

16. Finance the business. 

17. Deal with legal issues. 

18. Comply with governmental regulations. 

19. Manage the business. 

20. Manage human resources. 

21. Promote the business. 

22. Manage sales. 

23 • Keep business records. 

24. Manage finances. 

25. Manage customer credit and collections. 

26. Protect the business. 

27. Operate computers utilizing software appropriate to marketing. 




60 



STUDENT PERFOI^TANCE STA^;DARDS EFFECTIVE DATE: July, 1988 
PROGRAM AREA: Marketing SECONDARY NUMBER: 



PROGRAM TITLE; Fashion Marketing Management POSTSECONDARY NUMBER; CTE0991 

01.0 D EMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality inventory for personal improvement. 

01.0 4 -Exhibit the ability to get along with others. 

01.05 Discuss the importance of human relations. 

01.06 Develop and demonstrate the unique human relations skills needed 
for successful entry and progress in the apparel and accessories 
industry. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be 
able to: 

02.01 Describe the importance of clear asid concise writing. 

02.02 Demonstrate a pr- ^.^ciency in the effective use of speech and 
vocabulary. 

02.03 Explain the inportance of good listening skills. 

02.04 Discuss the role communication plays in mar/.eting. 

02.05 Demonstrate the components of the communication process. 

02.06 Demonstrate effective written communications skills. 

02.07 Demonstra**e effective oral communications skills. 

02.08 Conduct a meeting utilizing parliamentary procedure. 

03.0 UT ILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES — The student will be 
able to: 

03.01 Explain the difference between personal and nonpersonal selling. 

03.02 Demonstrate the steps of a sale. 

03.03 Recognize consumer buying motives. 

03.04 Identify tho types of consumer behavior. 

03.05 lQ*intify various types of consumer approaches such as greeting, 
merchandise, and service. 

03.06 Determine the proper time to approach a customer to open a sale. 

03.07 Identify techniques for handling different customer types: the 
casual looker, the decided, and undecided customer. 

03.08 Develop a written feature-benefit analysis sheet for a product. 

03.09 Demonstrate an effective sales presentation. 

03.10 Observe, evaluate, and critique a sales demonstration. 

04.0 APPLY SAJ.F.S PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
FASHION PRODUCTS — The student will be able to: 

04.01 List the purposes of advertising, display, and public: relations. 

04.02 Explain the importance of sales promotion. 

04.03 Identify various forms of advertising media. 

04.04 Demonstrate an understanding of design principles and elements. 

04.05 Distinguish between the kinds of displays. 

04.06 Identify the parts of an advertisement. 

04.07 Develop and explain promotional mix. 

04.08 Identify the most appropriate display for given types of 
merchandise. 

04.09 Identify the patterns of arrangement in display. 

04.10 Identify the major purposes of a fashion show. 

04.11 Identify and classify the types of fashion show. 

04.12 Develop a fashion show budget. 

04.13 Plan garments and accessories for fashion shows. 

04.14 Prepare an ad layout. 

04.15 Evaluate the effective. ess of an advertisement. 

04.16 Apply design principles when analyzing and/or creating a display. 

04.17 Draw anu label the color wheel. 

05.0 DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES — The student will be 
able to: 

05.01 Explain the role of buying/purchasing in merchandising. 

05.02 Describe the importance of inventory control. 
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Fashion Marketing Management ^ Continued 

06.0 PERFORM MEPCHANDISING MATH OPEPATTONS UNIQUE TO FASHION MARKETI" ^G--The 
student will be able to: 

06.01 Perform addition, subtraction, multiplication, and division. 

06.02 Complete problems using percentages, decimals, and fractions. 

06.03 Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash, charge, discount, layaway, 
C.O.D.f and returns. 

06.04 Demonstrate opening and closing procedures for a cash register. 

06.05 Calculate turnover, 

06.06 Calculate stock-sales ratio. 

06.07 Demonstrate a knowledge of pricing policies. 

06.08 Calculate markup as a percentage of cost. 

06.09 Calculate markup as a percentage of retail. 

06.10 Calculate markdowns on merchandise. 

06.11 Calculate opcn-to-buy. 

06.12 Complete and invoice, purchase order, and packing slip. 

06.13 Calculate discount date, due date, and amount of payment on an 
invoice. 

06.14 Calculate shipping terms on an invoice. 

06.15 Calculate the amount of merchandise to be recorded utilizing model 
stocks. 

06.16 Calculate minimum stock, maximum stock, and reorder quantities on 
strong sellers. 

07.0 DEMONSTRivTE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES '-The student will be 
able to: 

07. CI Explain the role of marketing in the free enterprise system. 

07.02 List and compare the three major types of economic systems. 

07.03 Describe the channels of distribution. 

07.04 Identify and discuss economic resources. 

07.05 Discuss the role of the consumer in the free enterprise system. 

07.06 Define the concept "supply and demand." 

07.07 Identify and define the functions of marketing. 

07.08 Identify and define the four types of product utility - 

07.09 Identify and explain the elements in the marketing mix (price, 
product, promotion, and place). 

07.10 Dif fp.rentiate between the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods). 

07.11 Name current trends that have developed in retailing. 

07.12 List -he major components of GNP. 

08.0 UNDERSTAMD THE TMPORTAKCE OF MARKETING OPERATIOHS — The student will be able 
to: 

08.01 Describe ways to protect the body from injury on a job. 

08.02 Recognize basic safety hazards. 

08.03 Practice accident prevention. 

08.04 Explain the importance of receiving-checking-marking operations. 

08.05 Describe the importance of security. 

08.06 Demonstrate an understanding of credit policies and procedures. 

08.07 Demonstrate an understanding of housekeeping responsibilities and 
maintenance procedures. 

08.08 Demonstrate an understanding of receiving procedures and practices. 

08.09 Demonstrate an understanding of the movement of goods to and from 
the store. 

09.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to: 

09.01 Demonstrate proficiency in identification of natural and man-made 
materials utilized in apparel and accessories. 

09.02 Demonstrate knowledge of various methods of fabric construction. 

09.03 Differentiate between functional and aesthetic finishes. 

09.04 Demonstrate the ability to identify various care label instructions 
and care techniques for apparel and accessories merchandise. 

09.05 Identify past, present, and future styles of apparel and 
accessories. 

09.06 Identify customer figure types and appropriate fitting procedures. 

09.07 Demonstrate appropriate techniques for selling apparel/accussories 
merchandise. 

09.08 Demonstrate a knowledge of the steps involved in the onstruction of 
apparel and accessories merchandise. 
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09.09 Define basic apparel and accessories terminology. 

09.10 Demonstrate an understanding of the fashion principles in the 
merchandising of apparel and accessories. 

09.11 Identify designers who have had a major influence on fashion. 

09.12 Explain business ethics as related to the fashion marketing 
industry. 

10.0 DEMONSTRATE EMPLOYAPILITY SKILLS — The student will be able to: 

10.01 Conduct a job search. 

10.02 Secure information about a job. 

10.03 Identify documents that may be required when applying for a job. 

10.04 Complete a job application form correctly. 

10.05 Demonstrate competence in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

10.07 Identify acceptable work habits. 

10.08 Demonstrate knowledge of how to make job changes appropriately. 

10.09 Demonstrate acceptable employee health habits. 

11.0 UNDERSTAND THE ROLE OF THE MANAGER AND THE ENTREPRENEUR — The student will 
be able to 

11.01 Consider the personal qualifications and abilities needed to manage 
your own business. 

11.02 Evaluate your own potential for decision making, problem solving, 
and creativity. 

11.03 Determine your potential for management, planning,, operations, 
personnel, and public relations. 

12.0 DEVETOP A BUSINESS PLAN — The student will be able to: 

12.01 Identify how the business plan helps the entrepreneur. 

12.02 Recognize how a busines*; plan should be organi::o.d. 

12.03 Identify and use the mechanics for developing a business plan. 

13.0 OBTAIN TECHNICAL ASSISTANCE — The student will be able to: 

13.01 Prepare for using technical assistance. 

13.02 Select professional consultants. 

13.0 3 Work effectively with consultants. 

14.0 PLAN THE MARKETING STRATEGY — The student will be able tor 

14.01 Use goods classifications and life cycle analyses as planning tools 
for marketing. 

14.02 Develop and modify marketing mixes for a business. 

14.0 3 Use decision-making tools that aid in evaluating marketing 

activities. 

14.04 Evaluate operations to improve decision making about marketing. 
15.0 LOCATE THE BUSINESS — The student will be able to: 

15.01 Analyze customer transportation, access, parking, and so forth, 
relative to alternative site locations. 

15.02 Complete a location feasibility study for your business. 

15.0 3 Determine the costs of renovating or improving a site for your 

business . 

15.04 Prepare an occupancy contract for your business. 
16.0 FINANCE THE BUSINESS — The student will be able to: 

16.01 Describe the sources of information available to help in estimating 
the financing necessary to start your new business. 

16.02 Determine the financing necessary to start your new business. 

16.0 3 Prepare a projected profit and loss statement and a projected cash 

flow statement for your new business. 

16.04 Prepare a loan application package. 

17.0 DEAL WITH LEGAL ISSUE S-- The student will be able to: 

17.01 Determine your need for legal assistance. 

17.02 Select the provisions that you desire in a lease. 

17.03 Prepare sales contracts (such as credit, sales or long-term sales) 
that may be utilized in your business. 

17.0 4 Evaluate contracts. 

17.05 Determine your needs for protection of ideas and inventions. 
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18. 0 COMPLY V7ITH GOVERNMENT REGULATIONS — The Student will be able to: 

18.01 Appraise the effects of various regulations on your business 
operationr.. 

18.02 Acquire the information necessary to comply with the various rules 
and regulations affectinq your business. 

18.03 Develop noliciec for your business to comply with government ruler, 
and regulations. 

19.0 MANAGE THE BUSINESS — The student will be able to: 

19.01 Plan goals and objectives for a business. 

19.02 Diagram the organizational structure for a business. 

19.03 Establish control practices and procedures for a business. 

20.0 MANAGE HUMAN RESOURCES — The student will be able to: 

20.01 Write a job description for a position In your business. 

20.02 Develop a training program outline for employees. 

20.03 Develop a list of personnel policies for employees in your business. 

20.04 Develop an outline .for an employee evaluation system. 

20.05 Plan a corrective interview with an employee concerning a selected 
problem. 

21.0 PROMC^E THE BUSINESS — The student will be able tc; 

21.01 Create a long-term promotional plan. 

21.02 Describe the techniques used to prepare advertising and promotion. 

21.03 Analyze competitive promotional activities. 

21.04 Evaluate promotional effectiveness. 

21.05 Plan a community relations program. 

22.0 MANAGE SALES— The student will be able to: 

22.01 Develop a sales -plan for your business. 

22.02 Develop policies ar.d procedures for serving your customers. 

22.03 Develop a plan for training and motivating salespeople. 

23.0 K EEP BUSINESS RECORD S — The student will be able to: 

23.01 Determine who will keep the books for your business and how they 

will be maintained. 
2^(.02 Describe double-entry bookkeeping. 

23.03 Select the types of journals and ledgers that you will use in your 
business. 

23.04 Identify the types of records that you will use in your business to 
record sales, cash receipts, cash disbursements r accounts 
receivable, accounts payable, payroll, petty cash, inventory, 
budgets, and other items. 

23.05 Evaluate your business records. 

23.06 Identify how a microcomputer may be used to keep the business 
records. 

24.0 M ANAGE FINANCES — The student will be able to: 

24.01 Explain the importance of cash flow management. 

24.02 Identify financial control procedures. 

24.03 Describe how %o ?ind cash flow pe.tterns. 

24.04 Analyze trouble spots in financia3 manar-'ment. 

24.05 Describe how to prepare an owner's equity financial statement. 

24.06 Describe how to compute various financial ratios. 

24.07 Analyze financial management ratios applicable to a small business. 

24.08 Identify the components of a break-even analysis. 

24.09 Compute and analyze break-even point problems. 

24.10 Review microcomputer applications for financial management. 

25.0 MANAGE CUSTOMFR CREDIT AND COLLECTIONS — The student will be able to: 

25.01 Analyze the legal rights and recourse of credit grantors. 

25.02 Develop a series of cradit collection reminder letters and follow- 
up activities. 

25.03 Develop various credit and collection policies. 

25.04 Prepare a credit promotion plan. 

25.05 Discuss informatior, ^1 resources and systems that apply to credit 
and collection procedures. 
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26,0 PROTECT THE BUSINESS — The student will be able to: 

26*01 Prepare policies for your firm that will help minimize looses due 

to: employee thcft^ vendor theft, bad checks, shoplifting, robbery, 
injury, and product liability. 

26.02 Determine the kinds, amount, and cost of insurance needed by your 
firm* 

27.0 OPERATE COMPUTERS UTILIZING SOFTWjU>E APPROPRIATE TO MARKETING —The student 
will be able to: 

27.01 Demonstrate date entry procedures. 

27.02 Demonstrate merchandising math date entry procedures such as- stock 
turnover, mark-up, mark-down, open-to buy, pricing invoice etc. 

27.03 Demonstrate marketing spreadsheet data entry and output procedures. 

27.04 Demonstrate marketing spreadsheet data decision making skills. 
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CUPniCULUM FPAMEWORK PROGRAM AREA: Marketing 
FIiORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 
PROGRAM TITLE: Finance and Credit Services Marketing 



CODE NUMRER: Secondary 8815000 Postsecondary Fm0320 

Florida CIP ME08. 040100 



SECONDARV 
SCHOOL CREDITS 



COLLEGE CREDITS 



APPLICAPLE LEVEL (S) 



7-9 



9-12 



Postsecondary Vocational 



POSTSECOIIDARY ADULT 
VOCATIONAL CREDITS 



^Postsecondary Adult Voca*-ional 
.X Other 10-12, 30,31 



CERTIFICATION COVERAGEr RMK FINC 7 TEACH CDE 7 DTST ED 7 

I. MAJOR CONCEPTS/CONTENT: The purpose of this program is to prepare student! 
for employment as new account tellers (40060201), tellers (211,362-018), 
customer account clerks, and safe deposit clerks or to provide supplemental 
training for persons previously or currently employed in these occupations. 

Listed below are the courses that comprise this program when offered at the 
secondary level: 

R815010 Finance and Credit Services Marketing 1 
8815020 Finance and Credit Services Marketing 2 
8815030 Finance and Credit Services Marketing 3 



II, 



11^ 



LABORATORY ACTIVITIES: Laboratory activities are an integral j.art of this 
program. Industry specific equipment should be utilized for each job for 
which the student receives instruction, 

SPECIAL NOTE : The Distributive Education Clubs of America is the 
appropriate vocational student organization for providino leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which incluc'es instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation v/hich the 
student has chosen as a career goal. The student must be paid for work 
performed. 

In accordance with Section 233,0695 F,S,, the minimum basic skills grade 
level required for this postsecondary adult vocational" program is: 
Mathematics 7,0, Language 7,0, This grade level number corresponds to a 
grade equivalent score obtained on a state designated basic skills 
examination. 

The typical length of this program for the average achieving student is 450 
hours , 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual educational plan (lEP) , Additional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's. The job title for which the 
student is being trained must be designated in the IEP» 



wilfbrabirto^^' ^^^^"^ successfully completing the program, the student 

01, Demonstrate the human relations skills necessary for success in 
finance and credit occupations. 

02. Demonstrate the ability to communicate skillfully. 
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03. Utili'ze effective cross selling techniques and procedures for 
financial services. 

04. Demonstrate knowledge of the history, growth and structure of the 

financial industry. . ^flV 

05. Understand terminology unique to the finance and credit industry. 

06. De'.tionstrate knowledge of basic functions of financial institutions. 

07. Df;monstrate employability skills. 

08. D'Sinonstrate security procedures and detection of fraud. 

09. Demonstrate basic skills for performing functions of entry level 
positions in finarcial institutions. 
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STUDENT PERFORMANCE STAJ^DAPDS 
PROGRAM APEA: Marketing 



EFFECTIVE DATE: July, 19( 
SECONDARY NUMBER: 8815000 



PROGRAM TITLE: Fin?.r.ce and Credit Services POSTSECONDARY NUMBER: FIN0320 

Marketing 



01.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARf FOR SUCCESS IN FINANCE AND 
CREDIT OCCUPATIONS — The student will be able to: 

01.01 Develop the ability to know themselves. 

01.02 Demonstrate a positive mental attitude. 

01.03 Exhibit interest and enthusiasm. 

01.04 Exhibit punctuality and dependability. 

01.05 Demonstrate the traits of being industrious and cooperative. 

01.06 Demonstrate sincerity, patience, courtesy and tact. 

01*07 Demonstrate the willingness to assume responsibility for one*s 
actions. 

01.08 Demonstrate the willingness to assumo job responsibilities. 

01.09 Accept criticism and use it constructively. 

01.10 Develop the ability, to handle negative customcr/co-worker 
situations. 

01.11 Develop ability to exhibit friendliness, combined with a 
professional, businesslike approach. 

01.12 Exhibit good grooming, neatness and cleanliness. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY --The student will be able 
to: 

02.01 Demonrtrate effective telephone usage nnd courtesy. 

02.02 Give oral reports to demonstrate the ability to effectively express 
oneself before a group. 

02.03 Demonstrate good customer communications through role playing. 

03.0 UTILIZ E EFFECTIVE CROSS SELLING TECHNIQUES AND PROCEDUPES FOP FINANCIAL 
SERVICES — The student will be able to: 

03.01 Explain the importance of cross selling. 

03.02 Demonstrate how to sell other bank services. 

03.03 Demonstrate a knowledge of all services offered by financial 
institutions. 

04.0 D EMONSTRATE KNOWLEDGE OF THE HISTORY, GR0V7TH AND STRUCTURE OF THE FINANCIAL 
INDUSTRY— The student will be able to: 

04.01 Pemonstratie a knowledge of the evolution of American Banking. 
04.04^ Identify major acts and important regulations resulting from the 

growth and changes in financial institutions. 
04.03 Explain the similarities and differences in the financial 

institutions and other businesses that offer financial services. 

05.0 UNDERSTi^^ND TERMrNOLOGY UNIQUE TO THE FINANCE AND CREDIT INDUSTRY -- The 
student will be able to: 

05.01 Understand and use terminology as it applies to the finance and 
credit industry. 

05.02 Know how to communicate with a customer without usirg confusing 
terminology. 

06.0 DEMONSTRATE KNOWLEDGE OF BASIC FUNCTIONS OF FINANCIAL INSTITUTIONS — The 
student will be able to: 

06.01 Name the three basic functions of a financial institution. 

06.02 Ey.plain the most important function of the three and why each of the 
two other functions depend on it. 

06.0 3 Discuss which department and employees are responsible for the 
different functions. 



07.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

07.01 Conduct a job search. 

07.02 Secure information about a job. 

07.03 Identify documents that may be required when applying for a job. 

07.04 Complete a job application form correctly. 
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07.05 Demonstrate competence in job interview techniques. 

07.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

07.07 Identify acceptable work nabits. 

07.08 Demonstrate knowledge of how to make job changes appropriately. 

07.09 Demonstrate acceptable employee health habits. 

08.0 DE'*ONSTRATE SECURITY PROCEDURES AND DETECTION OF FRAUD — The Student will be 
able to: 

08.01 Demonstrate procedures bank employees would use during and after a 
robbery. 

08.02 Demonstrate secutxty procedures. 

09.0 DEMONSTRATE BASIC SKILLS FOR PERFORMING FUNCTIONS OF ENTRY LEVEL POSITIONS 
IN FINANCIAL INSTITUTIONS — The student will be able to; 

09.01 Demonstrate counting and strapping of coin and currency. 

09.02 Demonstrate use of a teller machine. 

09.03 Explain the types of endorsements and why they are important. 

09.04 Perform basic teller functions — cashing checks, accepting straight 
deposits and split djeposits. 

09.05 Demonstrate knowledge of balancing a cash drawer. 

09.06 Know how to detect counterfeit currency and the procedure for 
reporting it. 

09.07 Perform other special services such as issue Cashier's Checks, 
issuing and redeeming Savings ^r»"Js, Money Orders, Traveler's 
Checks, Bank Drafts, payments and cash advances on charge cards. 

09.08 Demonstrate security precautions and methods used to deter bank 
fraud. 

09.09 Demonstrate procedure to use during and after a robberv» 
Bookkeeping 

09.10 Balance a customer's checkbook, detecting custoipsr and/or bank 
' errors. 

09.11 Locate information on a custoin«r*s account and explain what 
information is to be given over the phone and to whom it can be 
given. 

09.12 Explain the routing system for payment of a check. 

09.13 Explain 1 he functions and purpose of the Federal Resei /e System. 

09.14 Demonstrate how to place a stop payment and hold on customer's 
account. 

09.15 Demonstrate procedures to use in cross sellir^. 

09.16 Demonstrate procedure for opening new accounts. 

09.17 Demonstrate procedure to close accounts. 



Safe Deposit Clerk 

09.18 Perform the steps necessary for issuing a safe deposit box. 

09.19 State bank policies and state regulations regarding safe deposit 
boxes. 

09.20 Explain procedures for grantir access to a safe deposit box. 



Proof operator 



09.21 Operate single or multipocket proof machine. 

09.22 Prepare customer corrections for mailing. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: Marketing COURSE CREDIT: 1 



PROGRAM TITLE: Finance and Credit Services Marketing PROGRAM NUMBER; 8m15000 
COURSE TITLE: Finance and Credit Services Marketing 1 COURf.E NUMBER: 8815010 

COURSE DESCRIPTION: 

This courso presents basic topics in Macro and Micro economics/ and the 
principles and practices of banking and credit in the United States, Additional 
emphasis is placed on monoy, credit and banking/ economic growth and stability, 
ta;«ation and budgeting, labor management relations and international trade. The 
students become familiar with the major functions of banks and other financial 
intermediaries, central banking by the Federal Reserve System and modern trends 
in the banking industry. The students are introduced to credit functions, 
principles of credit risk evaluation, loan creation and debt collection. 

01.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN FINANCE AND 
CREDIT OCCUPATIONS — -The stu.dent will be able to: 

01.01 Develop the ability to know themselves, 

01.02 Demonstrate a positive mental attitude. 

01.03 Exhibit interest and enthusiasm. 

01.04 Exhibit punctuality and dependability. 

01.05 Demonstrate the traits of being industrious and cooperat. 

01.06 Demonstrate sincerity, patience, courtesy and tact. 

01.07 Demonstrate the willingness to assume responsibility for one's 
actions. 

01.08 Demonstrate the willingness to assume job responsibilities. 

01.09 Accept criticism and use it constructively. 

01.10 Develop the ability to handle negative customer/co-worker 
situations. 

01.11 Develop ability to exhibit friendliness, combined with a 
professional, businesslike approach. 

01.12 Exhibit good grooming, neatness and cleanliness. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — -The student will be able 
to: 

02.01 Demonstrate effective telephone usage and courtesy. 

02.02 Give oral reports to demonstrate the ability to effectively express 
oneself before a group. 

02.03 Demonstrate good customer communications through role playing. 

03,0 UTILISE EFFECTIVE CROSS SELLING TECHNIQUES AMD PROCEDURES FOR FINANCIAL 
SERVICES — The student will be able to; 

03.01 Explain the importance of cross selling. 

03.02 Demonstrate how to sell other bank services. 

03.03 Domonstrato a knowledge of all services offered by financial 
institutions. 

04.0 DEMONSTRATE KNOWLEDGE OF THE HISTORY, GROWTH 7VND STRUCTURE OF THE FINANCIAL 
INDUSTRY — The student will be able tot 

04.01 Demonstrate a knowledge of the evolution of Airerican Banking. 

04.02 Identify major acts and important regulations resulting from the 
growth and changes in financial institutions. 

04.03 Explain the similarities and differences in the financial 
institutions and other businesses that offer financial services. 

05,0 UNDERSTAND TERMINOLOGY UNIQUE TO THE FINANCE AND CREDIT INDUSTRY — The 
student will be able to: 

05.01 Understand and use terminology as it applies to the finance and 
credit industry, 

05.02 Know how to communicate with a customer without using confusing 
terminology. 

06.0 DEMONSTRATE KNOWLEDGE OF BASIC FUNCTIONS OF FINANCIAL INSTITUTIONS — -The 
student will be able to: ' 

06.01 Name the three basic functions of a financial institution. 
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06.02 Explain the most important function of the thrt 2 and why each of the 
two other functions depend on it. 

06.03 Discuss v;hich department and employees are responsible for the 
different functions. 

07.0 DEMONSTRA '^ E EMPLOYABILITY SKILLS — The student will be able to: 

07.01 Conduct a job search. 

07.02 Secure information aboat a job. 

07.03 Identify documents that may be required when applying for a job. 

07.04 Compete a job application form correctly. 

07.05 Demonstrate competence in job interview techniques. 

07.56 Identify or demonstiate appropriate responses to criticism from 
employer, cupervisot, or other persons. 

07.07 Identify acceptable work habits. 

07.08 Demonstrate knowledge of how to make job changes appropriately. 

07.09 Demonstrate acceptable employee health habits. 



STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 

PROGRAM AREA: Marketing COURSE CREDIT:_1 

PROGRAM TITLE: Finance and Credit Services Marketing PROGRAM NUMBER: 8815000 

COURSE TITLE: Finance and Credit Services Marketing 2 COURSE NUMBER: 8815020 

COURSE DESCRIPTION: 

This course develops an awareness of the need for care and organization in 
planning for the wise use of economic resources and financial products available 
through a study of savings, credit, insurance, banking and financial products. 
The student explores alternative strategies to achieve financial goals. The 
student is provided with the concepts needed to understand ccxrunercial consumer 
credit functions and basic operations. The jjtudents are made aware of the career 
opportunities offered by lending institutions. 

01.0 DEMONSTRATE THE HUMAN RELATIONS SKIU*S NECESSARY FOR SUCCESS IN FTNANCE AND 
CREDIT OCCUPATIOWS —The student will be able to: 

01.01 Develop the ability to know themselves. 

01.02 Demonstrate a positive mental attitude. 

01.03 Exhibit interest and enthusiasm. 

01.04 Exhibit punctuality and dependability. 

01.05 Demonstrate the traits of being industrious and cooperative. 

01.06 Demonstrate sincerity, patience, courtesy and tact. 

01.07 Demonstrate the willingness to assume responsibility for one's 
actions. 

01.08 D'^rTiC'iistrate the willingness to assume job responsibilities. 

01.09 Accept criticism and use it constructively. 

01.10 Develop the ability to >andle negative customer /co-worker 
situations. 

01.11 Develop ability to exhibit friendliness, combined with a 
professional, businesslike approach. 

01.12 Exhibit good grooming, neatness and cleanliness. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be able 
to: 

02.01 Demonf5trate effective telephone usage and courtesy. 

02.02 Give oral reports to demonstrate the ability to effectively express 
oneself before a group. 

02.03 Demonstrate good customer communications through role playing. 

03 . 0 UTILIZE EFFECTIVE CROSS SELI.ING TECHNIQUES AND PROCFDURES FOR FINANCIAL 
SERVICES — The student will be able to: 

03.01 Explain the importance of cross selling. 

03.02 Demonstrate how to sell other bank services. 

03.03 Demonstrate a knowledge of all services offered by financial 
institutions. 
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Finance and Credit Services Marketing 2 - Continued 

04.0 DEMONSTRATE KNOWLEDGE OF THE HI STORY r GROWTH i^ND STRUCTUPE OF FINANCIAL 
INDUSTRY — The student will be able to: 

04.03 Explain the similaritios and differences in the financial 

institutions and other businesses that offer financial services. 

05.0 UNDERSTAND TERMINOLOGY UNIQUP. TO THE FINANCE AND CREDIT INDUSTRY -'ThC 
Student will be able to: ~ 

05.01 Understand and use ter;n.'no)ogy as iv applies to the finance and 
credit industry. 

05.02 Know how to communicate with a customer without using co»ifusing 
terminology. 



STUDENT PERFORMANCE STAIiDARDS EFFECTIVE DATE: July» 1988 

PROGRAM AREA: Marketin g . COURSE CREDIT :_1 

PROGRAM TITLE: Finance and Credit Sorvices Marketing PROGRAM NUMBER: 8815000 

COURSE TITLE: Finance and Credit Sex ices Marketing 3 COURSE NUMBER: 0815030 

COURSE DESCRIPTION: 

This course provides students the opportunity to demonstrate human relations, 
communications, industry specific machine skills, and employability skills 
necessary for entr^-level employment in the financial services industry. 

01.0 DEKOrSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN FINANCE ANC 
CREDIT OCCUPATIONS — The student will be able to: 

01.02 Demonstrate a positive mental attitude. 

01.03 Exhibit interest- and enthusiasm. 

01.04 Exhibit punctuality and dependability. 

01.05 Demonstrate the traits of being industrious and cooperative. 

01.06 Demonstrate sincerity, patience, courtesy and tact. 

01.07 Demonstrate the willingness to assume responsibility for one's 
actions. 

01.08 Demonstrate the v;illingness to assume job responsibilities. 

01.09 Accept criticism and use it constructively. 

01.10 Develop the ability to handle negative customer/co-workei 
situations. 

01.11 Develop abjlity to oxhih t friendliness, combined with ^ 
professional, businesslike approach. 

01.12 Exhibit good grooming, neatness and cleanliness. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY —The student will be able 
to: 

02.01 Demonstrate effective telephone usage and courtesy. 

02.0 3 Demonstrate good customer communications through role playing. 

05.0 UNDERSTAND TERMINOLOGY UNIQUE TO THE FINANCE AND CREDIT INDUSTRY — The 
student- v;ill be able to: 

05.01 Understand and use terminology a? it applies to the finance and 
credit industry. 

05.07 Know how to communicate with a customer without using confusing 
termi»..ology. 

08.0 DEMON STRATE BASIC SKILLS FOR PEPPORMING FUNCTIONS OF ENTRY LEVEL POSITIONS 
IN F 'U NCIAL INSTITUTIONS" The student will l)e able to: 

08.0'' Demonstrate procedure to use during and after a robbery. 
08. Demonstrate security procedures. 
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09.0 DEMONSTRATE BASIC SKILLS FOR PERFOKMING FUNCTIONS OF ENTPY LEVEL POSITIONS 
IN FINANCIAL INSTITUTIONS ->-The student will be able to: 

09.01 Demonstrate counting and strapping of coin and currency. 

09.02 Demonstrate use of a teller machine. 

09.0 3 Explain the types of endorsements and why they are important. 

09.04 Perform basic teller functions — cashing checks, accepting straight 
deposits and split deposits. 

09.05 Demonstrate knowledge of balancing a cash drawer. 

09.06 Know how to detect counterfeit currency and the procedure for 
reporting it. 

09.07 Perform other special services such as issue Cashier's Checks, 
issuing and redeeming Savings Bonds, Money Orders, Traveler's 
Checks, Bank DreuEts, payments and cash advances on charge cards. 

09.08 Demonstrate security precautions and methods used to deter bank 
fraud . 

09.09 Demonstrate procedure to use during and after a robbery. 



Bookkeeping 

09.10 Balance a customer's checkbook, detecting customer and/or bank 
errors. 

09.11 Locate information on a customer's account and explain what 
information is to be given over the phone and to whom it can be 
given. 

09.12 Explain the routing system for payment of a check* 

09.13 Explain the functions and purpose of the Federal Reserve System. 

09.14 Demonstrate how to place a stop payment and hold on customer's 
account. 

09.15 Demonstrate procedures to use in cross selling. 

09.16 Demonstrate procedure for opening new accounts. 

09.17 Demonstrate procedure to close accounts. 



Safe Deposit Clerk 



09.18 Perform the steps necessary for issuing a safe deposit box. 

09.19 State bank policies and state regulations regarding safe deposit 
boxes . 

09.20 Explain procedures for granting access to a safe deposit box* 



Proof Operator 

09.21 Operate single or multipocket proof machine. 

09.22 Prepare customer corrections for mailing. 
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PROGRAM AREA: Marketing 




CURRICULUM FRAMEWORK 
FLORIDA DEPAPTMENT OF EDUCATION EFFECTIVE DATE; July, 1988 

PROGRAM TITLE; Finance and Credit Services Management 

CODE NUMBER: Secondary Post secondary _[ 

Florida CIP ME06. 030100 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



POSTS ECONDARY ADULT 
VOCATIONAI, CREDITS 



APPLICABLE LEVEL (S) : 7-9 9-12 

X Postsecondary Vocational 



Postsecondary Adult Vocational 
Other 



CERTIFICATION COVERAGE: 



I. MAJOR CONCEPTS/CONTENT : The purpose of this program is to prepare students 
for employment as financial analysts (020.167-014), financial economists 
(050.067-010), credit managers (186.167-022), credit officers 
(161.267-014), managers, credit and collections (168.167-054). In general, 
the program is designed to prepare students for employment in executive 
positions which include business development, public relations, installment 
credit f international trade, commercial loans and services or to provide 
supplemental training for persons previously or currently emploj'-ed in these 
Occupations, 

II. LABORATORY ACTIVITIES : Laboratory activities are not required, 

III. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provid-d, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-schcol learning experiences? a work station which reflects 
equipment, skillw and tasks which are relevant to the occupation which the 
student has chcsen as a career goal. The student must be paid for work 
performed. 

The typical length of this program for the average achieving student is an 
associate degree. 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
will be able to: 



01, 

02, 
03, 

04, 

05. 
06. 
07. 

08. 

09, 
10. 
11, 
12. 
13. 
14. 



Demonstrate the human relations skills necessary for success in 
finance and credit occupations. 

Demonstrate the ability to communicate skillfully. 

Utilize effective cross selling techniques and procedures for 

financial services. 

Demonstrate knowledge of the history, growth and structure of the 
financial industry. 

Understand terminology unique to tl. finance and credit industry. 
Demonstrate knowledge of basic functions of financial institutions. 
Demonstrat" an understanding of general ledger and accounting 
concepts. 

Demonstrate basic skills for performing functions of entry level 
positions in financial institutions. 
Demonstrate employability skills. 

Demonstrate security procedures and detection of fraud. 
Demonstrate proficiency in economic principles. 
Demonstrate proficiency in business law. 
demonstrate proficiency in money and finance. 
Demonstrate proficiency in management principles. 
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STUDENT^ PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 

PROGRAM AREA: Marketing SECONDARY NUMBER: 

PROGRAM TITLE: Finance and Credit Services POSTSECONDARY NUMBER: ME06>030100 
Management 



01,0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN FINANCE AND 
CREDIT OCCUPATIONS -- The student will be able to: * 

01.01 Develop the ability to know themselves. 

01.02 namonstrate a positive mental attitude. 

01.03 Exhibit interest and enthusiasm. 

01.04 Exhibit punctuality and dependability. 

01.05 Demonstrate the traits of being industrious and cooperative. 

01.06 Demonstrate sincerity, patience, courtesy and tact. 

01.07 Demonstrate the willingness to assume responsibility for one's 
actions. 

01.08 Demonstrate the willingness to assume job responsibilities. 

01.09 Accept criticism and use it constructively. 

01.10 Develop the ability .to handle negative customer/co-worker 
situations. 

01.11 Develop ability to exhibit friendliness, combined with a 
professional, businesslike approach. 

01.12 Exhibit good grooming, neatness and cleanliness. 



02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be able 
to: 

02.01 Demonstrate effective telephone usage and courtesy. 

02.02 Give oral reports to demonstrate the ability to effectively express 
oneself before a group. 

02.03 Demonstrate good customer communications through role playing. 

02.04 Understand communication concepts, goals, skills and criteria. 

02.05 Organize and prepare reports. 

02.06 Prepare different categories/structures of messages. 

03.0 UTILIZE EFFECTIVE CROSS SELLING TECHNIQUES AMD PROCEDURES FOR FINANCIAL 
SERVICES— The student will be able to; 



03.01 Explain the importance of cross selling. 

03.02 Demonstrate how to sell other bank services. 

03.03 Demonstrate a knowledge of all services offered by financial 
institutions 

04.0 DEMONSTRATE KNOWLEDGE OF THE HISTORY, GROWTH AND STRUCTURE OF THE FINANCIAL 
INDUSTRY — The student will be able to: 

04.01 Demonstrate a knowledge of the evolution of American Banking. 
'4.02 Identify major acts and important regulations resulting from the 

growth and changes in financial institutions. 
04 .03 Explain the simil" 'ties and differences in th'B financial 

institutions and •»r businesses that offer financial services. 

05.0 U^IDERSTAND TERMINOLOGY UNl ^ jUE TO THE FINANCE AND CREDIT I N DUSTRY — The 
student will be able to: 

05.01 Understand and use termino3ogy as it applies to the finance and 
credit industry. 

05.02 Know how to communicate with a customer without using confusing 
terminology. 

06.0 DEMONSTRATE KNOW T .EDGE OF BASIC FUNCTIONS OF FINANCIAL INSTITUTIONS — The 
student will be able to: 

06.01 Name the three basic functions of a financial institution. 

06.02 Explain the most important function of the three and why each of th» 
two other functions depend on it. 

06.03 Discuss which department and employees ar**. responsible for the 
different functions. 

07.0 DEMONSTRATE AN UNDERSTANDING OF GENERAL LEDGER AN D ACCOUNTING 
CONCEPTS — Tne student will be able ^nt 

07.01 Demonstrate how debits and credits affect accounts in the General 
Ledger, 

07.02 Make entries to the General Ledge. 



71 



Finance and Credit Services Management - Continued 



07.03 Name the five general ledger classifications and the type balance 
each account carries. 

07.04 Explain the difference in cash and accrual accounting- 

07.05 Explain what information a Statement of Condition provides. 

07.06 Explain what information is provided by the Profit and l.oss 
Statement. 

07.07 Name the most common types of accounts under each of the five 
General Ledger Classifications. 

08.0 DEMONSTRATE BASIC SKILLS FOR PERFORMING FUNCTIONS OF ENTRY LEVEL POSITIONS 
IN FINANCIAL INSTITUTIONS — The student will be able to; 



Teller 

08.01 Demonstrate counting and strapping of coin and currency. 

08.02 Demonstrate use of a teller machine. 

08.03 Explain the types of endorsements and why they are important. 

08.04 Perform basic teller functions — cashing checks, accepting straight 
deposits and split .deposits. 

08.05 Demonstrate knowledge of balancing a cash drawer. 

08.06 Know how to detect counterfeit currency and the procedure for 
reporting it. 

08.07 Perform other special services such as issue Cashier's Checks, 
issuing and redeeming Savings Bonds, Honey Orders, Traveler's 
Checks, Baith Drafts, payments and cash advances on charge cards. 

08.08 Demonstrate security precautions and methods used to deter bank 
fraud. 

08.09 Demonstrate procedure to use during and after a robbery. 



Bookkeeping 

08.10 Balance a customer's checkbook, detecting customer and/or bank 
errors . 

08.11 Locate information on a customer's account and explain what 
information is to be given over the phone and to whom it can be 
given. 

08.12 Explain the routing system for payment of a check. 

08.13 Explain the functions and purpose of the Federal Reserve System. 

08.14 Demonstrate how to place a stop payment and hold on customer's 
account* 

08.15 Demonstrate procedures to use in cross selling. 

08.16 Demonstrate procedure for opening new accounts. 

08.17 Demons'*rate procedure for closing accounts. 



Safe Depos.H Clerk 

08.18 Perform the steps necessary for issuing a safe deposit box. 

08.19 State bank policies and state regulations regarding safe deposit 
boxes. 

08.20 Explain procedures for grantin , cess to a safe deposit box. 
Proof Operator 

08.21 OperPte a proof machine, explain proof functions and meet required 
performance levels. 

08.22 Correct errors in proof resulting from customer, teller or proof 
operator's mistake. 

08.23 Be able to identify all bank doc\imen::s that arc run through a proof 
machine. 

Loan Clerk 

08.24 Identify and process documentation required on different types of 
loans. 

08.25 Demonstrate how to properly complete a credit application and a 
financial statement 

08.26 Explain how to establish credit and the importc.nce of having a good 
credit r ting. 

08.27 Demonstrate the types of interest and how they are compute . 

08.28 Explain the importance of the lending function. 
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Finance and Credit Services Management - Continued 



09.0 DEMONSTHATE EMPLOYABILITY SKILLS— -The student will be able to: 

09»01 Conduct a job search* 

09.02 Secure i;iformation about a job. 

09.03 Identify documents that may be required when applying for a job. 

09.04 Complete a job application form correctly. 

09.05 Demonstrate competence in job interview techniques. 

09.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

09.07 Identify acceptable work habits. 

09.08 i>emonstrate knov?ledge of how to make job changes appropriately. 
09.05 Demonstrate acceptable employee health habits. 



10.0 DEMONSTRATE SECURITY PROCEDURES AND DETECTION OF FRAUD — The student will be 
able to: 

10.01 Demonstrate procedures bank employees would use during and after a 
holdup. 

10.02 Demonstrate security procedures. 

11.0 DEMONSTRATE PROFICIENCY IN ECONOMIC PRINCIPLES —The student will be able 
to: 

11.01 Demonstrate knowledge of how the federal reserve sys'cem operates. 

11.02 Comprehend the documents and language of banking. 

12.0 DEMONSTRATE PRt^FICIENCY IN BUSINESS LAW— The student will be able to: 

12.01 Under.nt-and federal and state regulations and examination of banks. 

13.0 DEMONSTRATE PROFICIENCY lU HONEY AND FINANCE- - The studer.t will be able to: 

13.01 Explain production, consumption, GNP and business cycles. 
13»02 Compare banks and thrifts. 

13.03 Demonstrate knowledge of commercial banking. 

13»04 Understand the federal reserve system and commercial bank 
interrelationships . 

13.05 Define money and its function and describe measures of money* 

13.06 Explain current trends in banking due to deregulation and 
•iiversifi-pd financial services. 

13.07 Differentiate among corporation and other foirms of business. 

13.08 Understand the details of a corporate charter and b aws. 

13.09 Utilize the necessary linancial and accounting kno ^ .wdge to begin 
the business. 

13.10 Comprehend the financial details of means of acquiring capital and 
subsequent equity and debt functions. 

13.11 Exhibit knowledge of securities markets and SEC regulations. 

13.12 Demonstrate knowledge about business failure, reorganization, 
dissolutions, and liquidation. 

13.13 Explain the purpose of statement analysis. 

13.14 Define and explain items in a financial statement. 

13.15 Demonstrate the ability to interpret and analyze financial 
statement. 



14.0 



DEMONSTRATE PROFICIENCY IN MANAGEMENT PRINCIP ^^ES- 
tol 



-The student will be able 



14.01 
14.02 
14.03 
14.04 

14 ,05 

14.06 
14.07 
14.08 



Recognize and define management by objectives. 
Describe what is involved in participation management. 
Demonstrate the technique utilized in project management. 
Explain the basis for "futuristic" management. 

Describe the fundamental concepts of systems design and systems 
analysis. 

Explain line of credit, compensating balance, interest rates. 

Enumerate sources of credit information. 

Demonstrate knowledge of different types of bank loans. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 




FLORIDA DEPARTMENT OF EDlJCATION EFFECTIVE DATE: 


July, 1988 


PROGRAM TITLE: Flora] Desiqn and Marketing 




CODE NUMBER: Secondary 8818000 Postseconde 


Adult Vocational ORV0150 


Florida CIP ME08* 050300 Postsecondary Vocational 




SECONDARY 


POSTSECONDARY ADULT 


SCHOOL CREDITS 4 COLLEGE CREDITS 


VOCATIONAL CREDITS 


APPLICABLE LEVEL (S): 7-9 9-12 


Postsecondary Adult Vocational 


Postsecondary Vocational 


X Other 11-12, 30,31 




CERTIFICATION COVERAGE: RETAILING 7 DI5T ED 


7 TEACH CDE 7 





I. ^ MAJOR CONCEPTS/CONTENT ; The purpose of this program is to prepare students 
for employment as floral designers (142.081-010), salespersons, flowers 
(260.357-026); or salespersons, florist supplies (275.357-054); or to 
provide supplemental training for persons previously or currently employed 
in these occupations. 



The content includes, but is not limited to, planning and preparing floral 
designs, selling, buying, transporting, storing, advertisimf , and 
displaying goods and services in the floral industry. 

List. J below are the courses that comprise this program when offered at the 
secondary level: 

88180 JO Floral Design and Marketing 1 
8818020 Floral Design and Marketing 2 
8818030 Floral Design and Marketing 3 
8818040 Floral Design and Marketing 4 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. For the laboratory activities to be meaningful, facilitier 
adequate for classroom, sales and display areas, laboratory, and storage 
sK aid be provided. Floral arrangiJig and merchandising equipment is needed 
for hands-on experiences. 

III. SPECIAL NOT E; The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. VJhen 
provided, thesfi activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-schocl learning experiences; a work station which reflects 
equipment, skills and tasks which arc relevant to the occupation which the 
student has chosen as a career goa] . The student must be paid for wo^k 
performed, 

^n accordance with Section 233.0695 F.f., the minimxim basic skills grade 
Level required for this postsecondary adult vocational proc^ram is: 
Mathematics 7.0, Language 7.0, This grade level number corresponds to a 
grade equival" t score obtained on a stat^ designated basic skills 
examination. 

The typical length of this program for the average achieving student is 
900 hours. 
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Floral Design and Marketing - Continued 



IV. IKTEMDKD 0UTC0M5S : After successfully completing the program^ the student 
will be able to: 

01. Demonstrate knowledge of the floral design and marketing industry. 

02. Demonstrate the human relations skills necessary for success in 
marketing occupations. 

03. Demonstrate the ability to communicate skillfully. 

04. Demonstrate employability ills. 

05. Perform merchandising math operations univjue to floral marketing. 

06. Apply sales promotion techniques and procedures to the marketing of 
floral products. 

07. Demonstrate knowledge and application of product and service 
technology. 

08. Demonstrate a knowledge of merchandising activities. 

09. Demonstrate distribution skills involved in floral marketing. 



10. Identify fundamentals of design. 

11. Demonstrate an understanding of entrepreneurship. 

12. Identify factors to consider when opening or managing a flower 
business. 

13. Prepare fresh and/or permanent floral designs according to 
specifications. 

14. Operate computers utilizing software appropriate to marketing. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: JulY/ 1988 



PROGRAM AREA: Marketing 



SECONDARY NUMBER: 8818000 



PROGRAM TITLE: Floral Design and Marketing 



POSTSECCNDARY NUMBER: ORV0150 



01.0 DEMOKSTRATK KNOWLEDGE OF THE FLORAJ, DESIGN AND MARKETING INDUSTRY— The 
Student will be able to: 

01.01 Identify trends in the floral design and marketing industry. 

01.02 Identify careers in the floral design and marketing industry. 

01.03 Identify floral services. 

02 • 0 DEMONSTRATE THE HUMAx^ RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETIN P- 
bccUPATIONS — The student will be able to: 

02.01 Exhibit acceptable grooming hab'ts 

02.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

02.03 Exhibit the ability to get along with others. 

02.04 E^.plain the importance of team work. 

03.0 DEMONSTRATE ABILITY TO COHMUNICATE SKILLFULLY ~The studt=nt will be able to: 

03.01 Discuss the role communication nlays in marketing. 

03.02 Demonstrate a profj.ciency in th^ effective use of speech and 
vocabulary. 

03.03 Demonstrate effective written comnurication skills. 

03.04 Demonstrate effective oral communication skills. 

03.05 Demonstrate effective listening skills. 

04.0 DEMONSTRATE EMPLOYABILITY SKILLS -- The student will be able to: 

04.01 Conduct a job search. 

04.0? Secure information about a job. 

04.03 Identify documents that may be required when applying for a job. 

04.04 Complete a job application. 

04.05 Demonstrate competence in job interview techniques. 

04.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

04.07 Identify acceptable work habits. 

04.08 Demonstrate knowledge of how to make job changes appropriately. 

04.09 Demonstrate acceptable employee health habits. 

05.0 PERi'ORM MErCHANDir>ING MATH OPERATIONS UNIQUE TO FLORAL MARKETING — The 
student will be able to: 

05.01 Perforn addition, subtraction, multiplication, an'l division. 

05.02 Complete problems using percentages, decimals, and fractions. 

03.03 Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash and charge. 

05.04 Demonstrate a knowledge of pricing policies. 

05.05 Calculate markup as a percentage of cost. 

05.06 Calculate markup as a percentage of retail. 

05.07 Demonstrate opening and closing procedures for e cash register. 

06 . 0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MAFKETING OF FLORAL 
PRODUCTS — The student will be able to- 

06.01 List the purposes of advertising, display, and public relations 

06-0? Explain the importance of sales promotion. 

06.03 Ider*'ify various forms of advertising media. 

06.04 Demonstrate steps of a sale utilizing floral products. 
0 6.05 Perform telephone sales. 

06. OG Process orders using wire services. 

06.07 Conduct wedding consultations. 

06.08 Conduct funeral consultations. 

06.09 Plan and construct a sales promotion plan for a product. 




Floral Design and Marketing - Continued 



07.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY' -The student will be able to: 

07.01 Identify varieties of flowers and plants utilized in floral 
arrangements. 

07.02 Identify specialized care and handling of flowers and plants 
utilized in floral arrangements. 

07.03 Identify correct storage procedures for plants and flowers, and 
prepared floral arrangements. 

07.04 Identify types of floral arrangements. 

07.0'.' Utilize available resources to obtain product knowledge. 

08.0 DEMONSTRATE A K>10WLEDGE OF MERCHANDISING ACTIVITIES — The Student will be 
able to: 

08.01 Explain the role of buying and purchasing in a retailing situation. 

08.02 Describe the importance of inventory control. 

08.03 Demonstrate stockkeej. " "ig proc*?dures. 

09.0 DEMONSTRATE DISTRIBUTION SKILx^S INVOLVED IN FLORAL MARKETING — The student 
will be able to: 

05.01 Tag floral orders. 

09.02 Package products. 

09.03 Route and organize deliveries accc :ding to priority, location, time 
and fuel co*- sumption. 

09.04 Make confirmation phone calls. 

09.05 Identify techniques for correct loading of delivery trucks. 

09.06 Solve delivery problems, such as wrong address, dajnaged merchandise 
and inability to deliver. 

10.0 IDENTIFY FU!^DjVMENTALS OF D3SSIGN — The student will be able to: 

10.01 Identify the mechanics of design. 

10.02 Identify the principles of design. 

10.03 Identify styles of design. 

10.04 Identify principles of creativity. 

10.05 Identify principles of color and texture. 

11.0 DEKONSTRATE AH UNDERSTAWDIKG OF EHTREPRENEORSHIP — The student will be able 
to: 

11.01 Define entrepreneurship. 

11.02 Describe the importance of entrepreneurship to the American economy 

11.03 List the advantages and disadvantages of business ownership. 

11.04 Identify the risks involved in ownership of a business. 

11.05 Identify the necessary personal characteristics of a successful 
entrepreneur. 

11.06 Identify the business skills nee Jed to operate a small business 
• efficiently and effectively. 

12.0 IDENTIFY FACTORS TO CONSIDER WHEN OPENING OR MANAGING A FLOWER 
BUSINESS — The student will be able to: • 

12.01 Identify types of expenses encountered when opening a floral 
business. 

12.02 Identify types of business records kept. 

12.03 Identify those factors which influence choice of location for a 
floral business. 

12.04 Develop a floor plan for a flower shop. 

12.05 Identify personnel tasks performed by managers and owners. 

13.0 PREPARE FRESH AND/OR PERMANENT FLORAL DESIGNS ACCORDING TO 
SPECIFICATION— The student will be able to: 

13.01 Sketch and design se« sonal and holiday arrangements. 

13.02 Sketch and design funeral pieces. 

13.03 Sketch and design special-events pieces such as those used for 
conventions, parties, banquets and showers. 

13.04 Sketch and design pieces for religious events. 

13.05 Sketch and design hospital pieces. 

13.06 Sketch and design home decorations such as orientax decorations, 
silk trees and plants, and dried arrangements. 
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Floral Design and f^arketing - Continued 



14.0 OPERATE COMPUTERS UTILIZING SOFTWARE APPROPRIATE TO MAHKETIN G— -The student 
will be able to: 

14*01 Demonstrate date entry procedures. 

14.02 Domonstrato merchandising math data entry procedures such as-stock 
turnover, mark-up, mark-down, open-to buy, pricing invoice, etc. 

14.03 Demonstrate marketing spreadsheet data entry and output procedures. 

14.04 Demonstrate marketing spreadsb'^et date decision making skills. 




STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: MARKETING COURSE CREDIT: 1 

PROGRAM TITLE: Floral Design and Marketing PROGRAM NUMBER: 881800 ^ 




COURSE TITLE: Floral Design and Marketing 1 COURSE NUMBER: 8 818010 



COURSE DESCRIPTION: 

This course is designed to develop the fundamental competencies necessary for 
eraployment in the floral design and marketing j.."dustry. Topics include: 
Introduction to the floral industry, human relations skills; that are vital to 
employment in the field, communications and employability skills. 



01.0 DEMONSTRATE KNOWLEDGE OF THE FLORAL DESIGN AND MARKETING INDUSTRY — The 
student will be able to: 



01.01 Identify trends in the floral design and marketing industry. 

01.02 Identify careers in the floral design and marketing industry. 

01.03 Identify floral services. 

0?.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY TOR SUCCE.^S IN MARKETING 
OCCUPATIONS — The student v?ill be able to: 



02.01 Exhibit acceptable grooming habits 

02.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

02.03 E.xhibit th<* ability to get along with others. 

02.04 Explain tho importance of team work. 

03. J DEMONSTRATE ABILITY TO COMMUNICATE SKILLFULLY— The student wIjljl be able to: 



03 01 Discuss the rolo communication plays in marketing. 

03.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

03.03 Demonstrate effective written communication skills. 

03.04 Demonstrate effective oral communication skills. 

03.05 Demonstrate effective listening skills. 

04.0 DEMONSTRATE EMPLOYABILITY SKILLS —The student will be able to: 

04.0?. Coiduct a job search. 

04.02 Secure information about a job. 

04.03 Identify documents that may he required when applying for a job. 

04.04 Complete a job application. 

04 05 Demonstrate competence in job interview techniqu n. 

04.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

04.07 Identify acceptable work habits. 

04.08 Demonstrate knovyledge of how to make job changes appropriately. 

04.09 Demonstrate acceptable employee health habits. 



STUDENT PERFORMANCE STANDARDS 
PROC AREA: M7VRKETIN G 

PROGRAM TITLE: Floral Design and Marketing 
COURSE TITLE: Floral Design and Marketing 2 



EFFECTIVE DATE: July, 1988 
COURSE CREDIT: I 



PROGRAM NUMBER: 881 8000 
COURSE NUMBER: 8818020 



COURSr, DESCRIPTION: 

This course is designed to develop competencies necessary for employment in the 
floral design and marketing industry. Topics include: merchandising math, sales 
promotion and product and service technology. 
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Floral Design and Marketing 2 - Continued 



05.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO FLORAL MARKETING -- The 
student will be able to: 

05.01 Perform addition, subtraction, multiplication, and division. 
015.02 Complete problems using percentages, decimals, and fractions. 

05. 03 Demonstrate correct procedure for handlir • basic types of customer 
sales transactions, including cash and charge. 

05.04 Demonstrate a knowledge of pricing policies. 

05.05 Calculate markup as a percentage of cost. 

05.06 Calculate markup as a percentage of retail. 

05.07 Demonstrate opening and closing procedures for a cash register. 

06.0 APPLY SAI>ES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF FLORAL 
PRODUCTS-- The student will be able to; 



06.01 List the purposes of advertising, display, and public relations 

06.02 Explain the importance of sale^ proir^tion. 

06.03 Identify various forms of advertising media. 

06.04 DeiPonstrate steps of a sale utilizing floral products. 

06.05 Perforip telephone sales. 

06.06 Process orders using wire services. 

06.07 Plan and construct a sales promotion plan for a product. 

07 . 0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to: 



07.01 Identify varieties of flowers and plants utilized in floral 
arrangements. 

07.02 Identify specialized care and handling of f lowers and plants 
utilized in floral arrangements. 

07.03 Identify correct storage procedures for plants and flowers, and 
prepared floral arrangements. 

07.04 Identify types of floral arrangements. 

07.05 Utilize available resources to obtain product knowledge. 

STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 

PROGRAM AREA: MARKETING COURSE CREDIT: 1 



PROGRAK TITLE: Floral Design and Marketing PROGRAM NUMBFR: 8818000 



COURSE TITLE: F loral Design and Marketing 3 COURSE NUMBER: 8818030 



COURSE DESCRIPTION: 



This course is designed to develop competencies necessary for employment in the 
floral design and marketing industry. Topics include: marketing and 
merchandising Lkil3c, distribution of flora^ products and design fundamentals. 

08.0 DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES — The student will be 
able to: \ 

08.01 Explain the role of buying and purchasing in a retailing situation. 

08.02 Describe the importance, of inventory control. 

08.03 Demonstrate stockkeeping procedures. 

09.0 DEMONSTRATE DISTRIBUTION SKILLS INVOLVED IN FLORAL MARKETING — The student 
will be able to: ' 

09.01 Tag floral orders. 

09.02 Package products. 

09.03 Route and organize deliveries according to priority, location, time, 
and fuel consumption. 

09.04 Make confirmation phone calls. 

09.05 Identify techniques for correct loading of delivery trucks. 

09.06 Solve delivery problems, such as wrong address, damaged merchandise, 
and inability to deliver. 
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Floral Design and Marketing 3 - Continued 



IDENTIPy FUNDAMENTALS OF DFSTr.>a--T>,. student will be able to: 
10.01 Identify the mechanics of design 

^S'S? ^^"^ P'^i^^^ •'^s of desiqn 

Identify styles of design. 

10.04 Identify principles of creativity. 

10.05 Identify principles of color and texture. 

P^^^^^ COMPUTEHS UTTT.T.TNr, .orTW.PP .PPHQPHi... m..v..x».-.. 

14.01 Demonstrate date entry procedures. 

14.02 Demonstrate merchandising math data entry procedures such as sto.v 



EFFECTIVE DATE: July, 1988 
COURSE CREDIT: J 



STUDENT PERFOW-IANCE STANDARDS 
PROGRAM AREA: MARKETING 

PROGRAM TITLE: Floral Design and .larketin^^ 
COURSE TITLE: Floral Desiqn and Markotina 4 COURSE NUMBER: 801P040_ 



PROGRAM NUMBER: 8818000 



COURSE DESCRIPTION: 

lot e^TloUntTn'lul\l^^^^^^^^ knowledge, necessary 

understanding en^r^reJeurshif ooeratLn nf^""?? ""f^^^ry. Topics include: 

fresh or permanent florirdesigns!^ "^""^^ business and preparation of 

'"f:lr"M '''r::^::!^ Trr„NTO nES ^AND^PH0CKDUHES TO r.. ......... ...... 

06.07 Conduct wedding consultations. 

06.08 Conduct funeral consultations. 

11.0 DEMONSTRATE AN UND ERS TANDING OF ENTP.EPPENKtm.HTP --... student will be able 



ERIC 



12,0 



11.01 
11.02 
31.03 
11.04 
11.05 

11.06 



Define entrepreneurship. 



^l^^^^^^ ^° ^P-^^"^ ^ ^'usiness 

ifliPii^sfu S^^ '^^^^^^^ - ^^0"BH 

SSsir'eS.'^^" encountered when opening a floral 

ll-^l "*^"tify types of business records kept. 

fSrai'Ls'JneLf^'^'^^" "'"'^^ '^^-^ °^ 1°-^^- a 

12.04 Develop a floor plan for a flower shop. 

1-.05 Identify personnel tasks performed by managers and owners. 



13.01 
13.02 
13.03 

13.04 
13.05 
13.06 



tllt"^^ ^""^-^^ seasonal and holiday arrangements. 
Sketch and design funeral pi e.s. 

Sketch and design special-cv ts 'pieces such as tho^o used fnr- 

conventions partie.o, banquets and showers. ^^'^ 

Sketch and design pieces for religious avents 

Sketch and design hospital pieces -^^^n^s. 

Sketch and design home decorations such ^*.^^«4. i ^ 

silk trees and plants, and dried arran^emen?"""''' decorations, 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGRAM TITLE: Food Distribution 



CODE NUMBER: Secondary Postsecondary MKA00 83 

Florida CXP ME08, 060100 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S) : 7-9 9-12 Postsecondary Adult Vocatior 

Postsecondary vocational X Other 30 , 31 



CERTIFICATION COVERAGE: RETAILING 7 DIST ED 7 TEACH CDE 7 

I* MAJOR CONCEPTS. CONTENT ; The purpose of this program is to prepare students 
for empJoyment as grocery checkers (211.462-014), grocery clerks 
(290.477-018), grocery goods stock clorks (299.367-014), or to provide 
supplemental training for persons previously or currently employed ii. these 
occupations. 

The content inrludop, bu*- is not limited to, soiling, buyincj, transporting, 
storing, advertising, displaying and financing goods c.nd services in the 
.^ood distribution industry. 

II* LABORATORY ACTIVITIES : Laboratory activities are ai* integral part of this 
program. Merchandising equipment should be provided for hands-on 
experiences. 

III. ECI AL NOTE ; The Distributive Eu -ration Clubs of America is the 

appropriate vocational student orga .ization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, thoso activities are consid'^red an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
emp- yer, which includes instructional objectives and o list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
pcrformt^d. 

If this program is offered for 450 hours or ,ore, in accordance with 
Section 233.0695 F.S., the minimum basic skills grade level required for 
this postsecondary adult vocational program is: Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a grade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of this program for the average achirving student is 270 
hours. 

INTENtED JUTCOMFS : After successfully completing the program, the student 
wjH aoie to: 

01. Demonstrate the human relations skills necessary foi success in 
marketing occupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Apply sales pro»Ttotion techniques and procedures to the irarketing of 
food products. 

04. Demonstrate knowledge of merchandising activities. 

05. Perform merchandising math operations unique to food marketing. 

06. Demonstrate a knowledge of basic economic f^rinciple?. 

07. Understand the importance of marketing operations. 

08. Demonstrate knowledge and application of product and srrvice 
technology. 

09. remonstrate employability skills. 
Understand the role of the manager £,d the entrepreneur. 
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11. D?monstrate an understanding of entropren-surship. 
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STUDENT PERFORMANCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE: Food Distribution 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: 



POSTSECONDARY NUMBER: MKA0083 



01.0 



02.0 



03.0 



04.0 



05.0 



06.0 



07.0 



DEMONSTRATE THE Hl' MAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OC CUPATIONS — -The rtadent will be able to: 



01.01 
01.02 
01.03 
01.04 
01.05 



Exhibit acceptable grooming habits. 

Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 
Use a personality inventory for oersonal involvenient. 
Exhibit the ability to get along with others. 
Discuss the importance of human relations. 



DEMONSTRATE AN ABTLITY TO COMMUNICAT E SKILLFULLY- 
to: 



-The student wi. 1 be able 



on. 01 
0'. 7 

0/. 3 
02.04 



1 ""ribe the importance of clear and concise writing. 
Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

Explain the importance of good listening skills. 
Discuss the role communication plays in narketing. 



APPLY SAL ES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF FOOD 
PRODUCTS — -The student will be ablP t.nz 



03.01 
03.02 
03.03 
03.04 
03.05 
03.06 



Demonstrate displaying meat products. 
Demonstrate displaying produce products. 
Demonstrat displaying grocery merchandise. 
Demonstrate displaying dairy products. 
Demonstrate displaying frozen food products. 

Demonstrate displaying bakery, deli, and miscellaneous products. 



DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITI ES- 
able to: 



-The student will be 



04.01 Explain the role of buying/purchasing in merchandising. 

04.02 Describe the importance of inventory control. 

04.03 Explain the importance of receiving/checking/marking operations. 

04.04 Describe the importance of security. 

DEMONSTRAT E THE ABILITY TO PERFORM BASIC MATHEMATICAL S KILLS--The student 
will be able to: [ 

05.01 Perform addition, subtraction, multiplication, and division. 

05.02 Complete problems using percentages, decimals, and fractions, 

05.03 Apply mathematical skills in the solution of marketing problems. 



DEMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PR INCIPLE5- 
able to: 



-The student will be 



06.01 
06.02 
06.03 
06.04 
06.05 
06.06 
06.07 



Explain the role of marketing in the free enterprise system. 
List and compare the three major types of economic systems. 
Describe the channels of distribution. 
Identify and discuss economic resources. 

Discuss the role of the consumer in the free enterprise system. 

Differentiate between industrial and consumer g^ Dds. 

List and defii.e the basic types of retail business ownership. 



UNDERSTAND THE IMPORTANCE OF MARKET ING OPERATIONS- 
tol — ■ 



-The student will be able 



07.01 

07.02 

07.03 
07.04 
07.05 
07.06 
07.07 
07.08 
07.09 



tools^^^ ''"'^ acquire knowledge of meat department equipment and 
Identify and acquire knowledge of sanitation of meat equipment and 
Identify handling produce. 

JrSaJ?oroo rf ^.r.hl:"^-" department and equipment. 

equipmont!''"^^^^^°" ^"^^^^ department and 
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07.10 Prepare bakery, deli, and miscellaneous departments for stocking. 

07.11 Identify sanitation skills for baKery, deli, and miscellaneous 
departments. 

08.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SKRVICE 
TECHNOLOGY -— The student will be able to: 

08.01 Recognize wholesale and retail cuts of meats. 

08.02 Demonstrate vegetable product knowledge. 

08.03 Demonstrate fruit product knowledge. 

08.04 Identify merchandise in the grocery department. 

08.05 Recognize different dairy products. 

08.06 Identify on-premise and ready-prepared deli departments. 

08.07 Ic iutify on-premise and bake-off bakery departments. 

09.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

09.01 Conduct a job search. 

09.02 Secure information about a job. 

09.03 Identify documents that may be required when applying for a job. 

09.04 Complete a job application form correctly. 

09.05 Demonstrate competence in job interview techniques. 

09.06 Identify or demonstrate appropriate responses to criticism from 
employer, supjrvisor, or other persons. 

09.07 Identify acceptable work habits. 

09.08 Demonstrate knowledge of how to make job changes appropriately. 

09.09 Demonstrate acceptable employee health 'labits. 

10.0 UNtERSTAND THE ROLE OF THE MANAGER — The student will be able to: 

10.01 Understand the functions of management. 

10.02 Recommend solutions to marketing problems. 

10.03 Differentiate various types or organization strjctures. 

10.04 Understand the importance of proper financial planning. 

11.0 PEMONSTRA'T^S AN UNDERSTANDING O F ENTREPRENEURSHIP — The student will be able 
to: 

11.01 Define entrepreneurship. 

11.02 Describe the importance of entrepreneurship to the American economy. 

11.03 List the advantages and disadvantages of business ownership. 

11.04 Identify the risks invol*. , "* in ownership of a business. 

11.05 Identify the necessary personal characteristics of a successful 
entrepreneur. 

11.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 
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PBOGR^J-l AREA: Marketing 



CURRICULUM FRAMEWORK 
FLORIDA DEPARTMENT OF EDUCATICi'? EFFECTIVE DATE: July, 1988 

PROGRAM TITLE: Food Su^'vice Marketing 

CODE NUMBER: Secondary Postsecondary HFT0171 

Florida CIP ME08. 090500 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



APPLICABLE LEVEL (S): 



7-9 



9-12 



Postsecondary Vocational 



CERTIFICATION COVEPAGE: RETAILING 7 



POSTSECONDARY fi^'^UhT 
VOCATIONJVL CR£{ :S 



_Poj>tsecondary Adult Vocational 
X Other 3 , 31 



DIST ED 7 



TEACH CDE 7 



RESTRUAKT 7 



I. MAJOR CONCEPTS /CONTENT : The purpose of this program is to prepare students 
for erriployirent as waiter assistants (70040600) , hosts/hoF.tesses, 
restaurant, lounge (70041601), waiters and waitresses (7104160?.), or food 
preparation and sprvice workers, fast foods (70041804) or to provide 
suppleipental training for persons previously or currently employed in these 
occupations . 

The content includes, but is not limited to, selling, preparing, storing, 
promoting, displaying, serving food, and providing customer services. 

II. L ABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Hands-on experience in preparing food and providing customer 
service is essential . 

m. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providi .g leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, these activities are consider*^d an inte gral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
i^udent has chosen as a career goal. The student must be paid for worl. 
performed . 

If this program is offered for 450 hours or more, in accordance with 
Section 233,0695, the minimum basic skills grade level required for this 
postsecondary adult vocational program is: Mathematics 6.0. Language 7.0. 
This grade 1 vel number corresponds to a grade equivalent score obtained on 
a state designated basic skills examination. 

The typical length of this program for the average achieving student is 270 
hours. 

XV. INTENDED ObT ^ OMES ; After successfully completing the program, the student 
will be abjc x-o: 



01. 

02. 
03. 
04. 

05. 
06. 

07. 
08. 
09. 



Demonstrate the human relations skills necessary for success in 
marketing occupations. 

Demonstrate the abilitv to communicate skillfully. 

Utilize effective selling techniques and procedures. 

Apply sales promotion technique? and procedures to the mar ?ting of 

food services. 

Demonstrate knowledge of merchandising activities. 

Perform merchandisinxj math operations unique to food service 

marketing. 

Demonstrate a knowledge of basic ecor.oiric principles. 
Understand the importance of marketing operations. 
Demonstrate knowlv 'ge and application of product and service 
technology . 
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Food Service Marketing - Continued 

10. Demonstrate employability skills* 

11. Understand the role of the manager. 

12. Demonstrate exceptional health and safety procedures. 

13. Demonstrate an understanding of entrepreneurship. 
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STUDENT PERFORMANCE STANDARDS 

PROGRAM AREA: Marketing 

PROGRAJl TITLE; iood Service Marketing 



EFFECTIVE DATE: JulV. 1988 

SECONDARY NUMBER: 

POSTSECONDARV NUMBER: HFT0X71 



01.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty and honesty. 

01.03 Use a personality inventory for personal improvement. 

01.0 4 Exhibit thp ability tc get along with others. ^ ^ ^ 
01.05 Develop ana demonstrate the unique human relations skills needed tc 

successfully manage a food service marketing occupation. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY— -The Student will be able 
tol 

02.01 Describe th3 importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

02.03 Explain the importance of good listening skills. 

C2.0 4 Discuss the role coimnuni cations plays in food service marketing. 

02.05 Demonstrate the components of the communication process. 

02.06 Demonstrate effective written communications skills. 

02.07 Demonstrate effective oral communications skills. 

03.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES" The student will be 
able tot 

03.01 Outline the advantages of personal selling. 

03.02 Utilize the tools and techniques of internal selling. 

03.03 Assess outside versus inside Felling. 

03.0 4 Apply effective methods of cultivating a large group of potential 

new customers. 

04.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO T HE MARKETING OF FOOD 
SERVICES — The student will be able to; 

04.01 Explain the benefits of publicity and public relations. 

04.02 Use the telephone as effective sales promotion instrument. 

04.03 Implement effective personal selling techniques. 

04.04 Analyze advantages of various display techniques. 

05.0 DEMONSTRATE KNOWLEDGE OF MERCHANDISING ACTIVITIES— The student will be able 
to: 

05.01 Utilize effective menu presentation. 

05.02 Apply principles of personal salesmanship. 

05.03 Implement proper beverage service techniques. 

05.04 Apply basic techniques of merchandising food and beveraqe. 

06.0 PEKFOIM MERCHANDISING MATH OPERATIONS UNIQUE TO FOOD SERVICE MARKETING--The 
Student will be able to: 

06.01 Identify the break-even point for rood service marketing. 

06.02 Apply the need sales increase formula to justify various 
merchandising techniques. 

07.0 DEMONSTRATE A KNOWLEDGE OF ^ASIC ECONOMIC PRINCIPLE S-- The student will be 
able to: 

07.01 Identify basic economic concepts, 

07.02 Apply basic economic principles. 

07.03 Analyze economic trends a* they relate to food service marketing. 

08.0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will be able 
to: 

08.01 Identify basic marketing concepts. 

08.02 Discuss overall competitive strategy. 

08.03 Relate marketing to che food service industry. 

08.04 Analyze trends in food service marketing. 
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Food Service Marketing - Continued 



09,0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRQDIiCT AND SERVI CE 
TECHNOLOGY- ' The student will be able to: 

09.01 Trace growth and development of food and beverage industry. 

09.02 Discuss history and composition of foods ^.nd beverages. 

09.0 3 Discuss trends in the food and beverage industry. 

09.04 Discus*-? food service and beverage supplies and equipment. 

10.0 DEMONSTRATE mPLOYABILITY SKILLS — -The student will be able to: 

10.01 Conduct a job search. 

10.02 Secure information about a j )b. 

10.03 Identify documents that may be required when applying for a job. 

10.04 Complete a job application foirm correctly. 

10.05 Demonstrate competence in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to critxcism from 
employer/ supervisor, or other persons. 

10.07 Identify acceptable work habits. 

10.08 Demonstrate knowledge of hov; to make job changes appropriately. 
?.0.C9 Demonstrate acceptable employee health habits. 

11.0 UNDERSTAND THE ROLE OF THE HOMAGER -- The student will be able to: 

11.01 Define the role of the manager. 

11.02 Assess the roles of the manager regarding food service ir.arl^.et?.ng. 

12.0 DEMONSTRATE EXCEPTIONAL HEALTH AND SAFETY PROCEDURES — The student will be 
able to: 

12.01 Identify general safety practices. 

12.02 Identify general sanitation and hygienic principles. 

12.03 Recognize emergency situations. 

13.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP— -The student will be able 
to: 

13.01 Define entrepreneurs hip. 

13.02 Describe the importance of entrepreneur ship to the American econcmy. 
13.0 3 List the advantages and disadvantages of business ownership. 

13.04 Identify the risks involved in ownership of a business. 

13.05 Identify the necessary personal characteristics of a successful 
entrepreneur. 

13.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 



^8 

98 



CURRICULUM FRAMEWORK PROGRAM AREA: M arketing 
FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July> 1988 
PROGRAM TITLE: Hospitality Management 



CODE NUMBER: Secondary 



Postsecondary 



Florida CIP ME06 .•'J79900 



SECONDARY 
SCHOOL CREDIVS 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 



7-9 



_X Postsecondary Vocational 



^Poctsecondary Adult Vocational 
Other 



CERTIFICATION COVERAGE: 



MAJOR CONCEPTS/CO: x'ENT : The puipose of thxs program is to prepare students 
for employment in supervisory positions in the hospitality industry as hotel 
"managers (320.137-014), motel managers (187.117-038), recreation 
fcStablishment managers (187.117-042) or resort managers, or to provide 
supplemental training for persons previously or currently employed in these 
occupations. 

The content includes, but is not limited to, management and supervisory 
development, management theory, decision making, organization, 
communications, human relations, leadership training, personnel training, 
security, sanitation, food and beverage management, sales, accounting, 
housekeeping, energy management, maintenance and engineering, marketing, 
property, resort, and convention management, and applicable local, state and 
federal laws. 

II. LABORATORY ACTIVITIES : Laboratr»-y activities are an integral part of this 
progran»1 The student should gain the competence requiied to manage each 
department and for overall management of the establishment that represents 
the student's occupritional goal. 

III. SPECIAL NOTE : The Listributive Education Clubs of America i? the appro- 
priate vocational student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. When provided, 
these activities are considered an integral part of this instructional 
program. 

The cooperative method of instruction is appropriate for thif; program. 
Whenever the cooperative method is offered, the following is required for 
each student: a craining plan, signed by the student, teacher and employer, 
which includes instructional objectives and a list of on-the-job and 
in-school learning experiences; a work station which reflects equipment, 
skills and tasks which are relevant to the occupation which the student has 
chosen as a career goal. The student must be paid for work performed. 

The typical length of this program for the average achieving student is an 
associate degree. 

IV, INTENDED 0UTC0I4KS : After successfully completing this program, the student 
will be able to; 



01. 
02. 
03. 
04. 
05. 
06. 
07. 

08. 
09. 
10. 
11. 
12. 



Demonstrate employability skills. 

Apply human relations, leadership, and communications skills. 
Apply math skills. 

Identify basic economic and marketing concepts. 
Identify health, safety, end security practices. 
Identify organization and functions of hospitality industry. 
Demonstrate supervisory, human relations, communicatioiis , and train- 
ing skills. 

Denonstiate knowledge of food <:ei:vice and beverage sanitation. 
Demonstrate knowledge of food and beverage management and services. 
Demonstrate knowledge of and^p^^rfcrm accounting procedures. 
Demonstrate knowledgra of security management. 
Demonstrate knowledge of food purchase and production. 
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Hospitality Management - Continued 



13. Demonstrate knowledge of energy management. 

14. Demonstrate knowledge of, identify, and apply marketing management 
and sales promotion concepts. 

15. Demonstrate knowledge of property maintenance and engineering. 

16. Demonstrate knowledge of property management. 
3.7. Demonstrate knowledge of resort management. 

18. Demonstrate knowledge of convention management and services. 

19. Demonstrate knowledge of housekeeping management functions. 

20. Demonstrate knowledge of laws affecting hospitality industry. 

21. Demonstrate knowledge of r'*v.:cation management. 

22. Demonstrate an understanding of entrepreneur ship. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: Marketing SECONDARY NUMBER: 



PROGRAM TITLE: Hospitality Management POSTSECONDARY NUMBER: ME06, 079900 

01.0 DEMONSTRATE EMPLOY: ,BILITY SKILLS --The student will be able to: 

01.01 Conduct a job sear'rh. 

01.02 Secure information about a job. 

01.03 Identify documents that iray be required when applying for a job. 
01. C4 Complete a job application form correctly. 

01 05 Demonstrate competence in job interview techniques. 

01.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervis* or other persons. 

01.07 Identify acceptable work habits. 

01.f>8 Demonstrate knowledge of how to make 30b changes appropriately. 

01.09 Demonstrate acceptable employee health habits. 

02.0 APPLY HUMAN RELATIONS, LEADERSHIP AND CO MM UNICATIONS SKILLS - The Student 
will be able to: 

02.01 Apply verbal skills. 

02.02 Apply writing skills. 

02.03 Discuss human relations skills. 

02.04 Identify basic leadership skills. 

02.05 Analy*3 functions hospitality industry. 

^^•^ APPLY MATHEMATICS SKILLS — The student w' 11 be able to: 

03.01 Apply basic mathematics skills. 

03.02 Apply intermediate mathematics skills. 

03.03 Apply hospitality mathematics skills. 

04.0 IDENTIFY BASIC ECONOMIC AND MARKETING CONCEPTS — -The student will be able 
to: 

04.01 Identify basic economic concepts. 

04.02 Identify basic marketing concepts. 

05.0 IDENTIFY HEALTH, SAFETY AND SECURITY PRACTICES — The student will be able 
to: 

05.01 Identify general safety practices. 

05.02 Identify general sanitation ard hygienic principles, 
or. 03 Identify security practices. 

05.04 Recognize emergency situations. 

06.0 IDENTIFY ORGANIZATION AND FUNCTION OF HOSPITALITY INDUSTRY -- The student 
will be able to: 

06.01 Identify career opportunities in hospitality industry. 

06.02 Trace development of hospitality industry. 

06.01 Analyze organizational struc'^ure of hotel operations. 

06.04 Identify mission of food an<? beverage department. 

06.05 Identify mission of personnel, accounting, and sales. 

06.06 Analyze future trends in hospitality industry. 

07.0 DEMONSTRATE SUPERVISORY, HUMAN RELATIONS, COMMUNICATIONS, AND TPAXKIN G 
SKILLS — The student '.vill be able to: ' 

07.01 Describe management functions. 

07.02 Describe supervisory functions. 

07.03 Describe leadership styles. 

07.04 Describe work improvement concepts. 

07.05 Describe the supervisor as change agent. 

07.06 Analy7,o 5;taff recruitment and selection. 

07.07 Analyze st?rf orientation and training. 

07.08 Analyze employee .perform nee evaluation. 

07.09 Analyze wage and salary administration. 

07.10 Discuss ccrununications process. 

07.11 Discuss motivational techniques. 

07.12 Discuss disciplinary process. 

07.13 Discuss conflict resolution. 
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07.14 Discuss employee groups. 

07.15 Discuss employee unions. 

07.16 Discuss labor contro3 sy.stems. - 

07.17 Discuss management development. 

07.18 Identify need for effective communications. 

07.19 Describe factors that impede effective communications. 

07.20 Identify effective interview techniques. 

07.21 Discuss communications factors that influence leadership. 

07.22 Develop and evaluate training plans. 
0V.23 Identify oral communications techniques. 

07.24 Identify effective writing skills. 

07.25 Identify principles of managing training programs. 

07.26 Discuss procedures for performing a task analysis. 

07.27 Discuss procedures for hiring training employees. 

07.28 Identify learning principles. 

07.29 Identify principles of individualized instruction. 

07.30 Identify principles of group training methods. 

07.31 Discuss training objectives and plans. 

07.32 Describe procedures. for evaluating training programs. 

07.33 Identify comir -ications concepts in training programs. 

07.34 .Discuss tean uilding strategies. 

07.35 Identify effect.lve coaching and counseling techniques. 

07.36 Discuss implementation of training programs. 

08.0 DEMONSTRATE KNOWLEDGE OF FOOD SERVICE AND BEVERAGE SANITATION — Ihe student 
will be able to: 

08.01 Discuss the problems of safe food. 

08.02 Discuss the microworld. 

08.03 Discuss contamination and food borne illness. 

08.04 Discuss purchasing safe food. 

08.05 Discuss safe storage of food. 

08.06 Discuss protecting food in preparation and service. 

08.07 Discuss safe food handling. 

08.08 Discuss employee sanitation training. 

08.09 Discuss sanitary facilities and equipment. 

08.10 Discuss cleaning and sanitizing principles. 

08.11 Discuss housekeeping management. 

08.12 Discuss pest control. 

08.13 Discuss sanitary food service management. 
Ob. 14 Discuss sanitary regulations and standards. 
08.15 Discuss r^ccident prevention. 

09.0 DEMONSTRATE FOOD AND BEVERAGE MANAGEMENT AND SERVICES — The student wi M be 
able to: 

09.01 Trace growth and development of food and beverage? industry. 

09.02 Identify basic management functions* 

09.03 Discuss history and composition of foods. 

09.04 Discuss trends in food and beverage industry. 

09.05 Identify food preparation and service techniques. 

09-06 Discuss food service and beverage facilities and equipment. 

09.07 Identify purchasing, storage, and inventory controls. 

09.08 Identify sanitation and safety practices. 

09.09 Identify beverage controls and standards. 

09.10 Discuss food and beverage control concepts. 

09.11 Discuss food and beverage concrol systems. 

09.12 Identify food and beverrge standards. 

09.13 Discuss food and beverage operating budget. 

09.14 Identify food and beverage operations. 

09.15 Analyze food and beverage costs. 

09.16 Discuss labor cost control. 

09.17 Identify labor cost control systems. 

10.0 DE MONSTRATE KNO ^*^^ EDGE OF AND PERTORM ACCOUNTING PROCEDURES— The student 
will be able to': 

10.01 Identify front office accounting procedures. 

10.02 Identify night au<3it accounting procedures. 

10.03 Identify basic accounting principles and terminology. 

10.04 Prepare journals and ledgers. 

10.05 Prepare trial balance with adjustments. 

10.06 Prepare balance sheet. 

10.07 Prepare income statement. 
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10.08 Prepare statements of changes in financial position, 

10.09 Analyze fixed assets^ inventory, and operating expenses, 

10.10 Analyze equf \:y accounts, 

10.11 Analyze sales accounting records, 

10.12 Analyze payroll accounting records, 

11.0 DEMONSTRATE KNOWLEPgE OF CECURITY MANAGEMENT — The student will be able to: 

11.01 Discuss nature and scope of security problems, 

11.02 Discuss perimeter security, 

11.03 Discuss electric and electronic devices, 

11.04 Discuss storage and protection of valuables, 

11.05 Discuss functions of protection department. 

11.06 Discuss security of hospitality facilities, 

11.07 Discuss security training and supervision, 

11.08 Discuss internal and external security cooperation, 
ljj,09 Discuss guest protection. 

11.10 Discuss security measures for riot and civil disturbances, 

11.11 Discuss security measures for bomb threats and bombing, 

11.12 Discuss security measures for fire and natural disasters, 

1^.0 DEMONSTRATE KNOWLEDGE OF FOOD PURCH;>.SE AND PRODUCTION — -The student will be 
able to: 

12.01 Discuss development of food service industry, 

12.02 Identify kitchen operations, 

12.03 Identify preparation methods for stocks, sauces, and soups. 

12.04 Discuss meat and poultry selection, cooking, and handling, 

12.05 Discuss vegetable and fruit handling and cooking, 

12.06 Discuss preparation of eggs, cheese, milk and cereals, 

12.07 Discuss preparation of baked goods and desserts, 

12.08 Describe development and function of food industry, 

12.09 Describe organisation and functions of food purchasing, 

12.10 Identify mechanics of food buying, 

12.11 Identify importance of food specifications and testing, 

12.12 Identify receiving and storeroom functions. 

12.13 Identify internal food control systems, 

12.14 Discuss future and trends in food service industry, 

12.15 Identify sources of information for food purchases, 

13.0 DEMONSTRATE KNOWLEDGE OF ENERGY MANAGEMENT— The student will be able to: 

13.01 Discuss energy concerns and problems, 

13.02 Identify impact of energy on hospitality industry, 

13.03 Identify energy management techniques, 

13.04 Discuss energy management planning, 

13.05 Identify techniques for organizing energy programs, 

13.06 Identify energy assessment practices, 
13*07 Discuss property energy systems, 

13.08 Identify energy survey and audit practices, 

13.09 Identify utilities management principles. 

13.10 Discuss energy consumption and conservation. 

14.0 DEMONSTRATE KNOWLEDGE OF AND IDENTIFY AND APPLY MARKETING MANAGEMENT AND 
SALES PROMOTION CONCEPTS — The student will be able to: 

14.01 Identify needs of pre-sc.les program. 

14.02 Identify sales planning procedures. 

14.03 Analyze a sales promotion budget, 

14.04 Identify personal selling concepts, 

14.05 Identify advertising methods, 

14.06 Discuss importilnce of publicity and public relations, 

14.07 Discuss importance of internal selling, 

14.08 Identify external sales agenrL^s, 

14.09 Discuss special promotions, 

14.10 Identify techniques for promoting room sales. 

14.11 Identify techni^yues for promoting food and beverage sales. 

14.12 Identify methods for 'evaluating sales programs. 

15,0 DEMONSTRATE KNOWLEDGE OF PROPERTY MAINTENANCE AND ENGINEERING - -The Student 
will be able to: 

15.01 Discuss trends and functions of maintenance and engineering, 

15.02 Discuss role of chief engineer. 
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15.03 Discuss uses of blueprints. 

15.04 Discvss basic electric principles. 

15.05 Discuss electric codes. 

15.06 Discuss appliance^ heat and lighting principles. 

15.07 Discuss types of motors. 

15.08 Discuss water distribution principles. 

15.09 Discuss fixture and drainage systems. 

15.10 Discuss heating systems. 

15.11 Discuss refrigeration systems. 

15.12 Discuss ventilation systems. 

15.13 Discuss air conditioning systems. 

15.14 Identify pool maintenance procedures. 

15.15 Discuss elevator and escalator maintenance. 

15.16 Discuss so^>nd control. 

15.17 Discuss pollution control. 

15.18 Discuss engineering safety. 

16.0 DEMONSTRATE KNOWLEDGE OF PROPERTY MANAGfcrlENT — -The student will be able to: 

16.01 Discuss role of property manager. 

16.02 Discuss cost^ cost trends, and controls. 

16.03 Analyze leasing and contract maintenance costs. 

16.04 Analyze replacement versus repair costs. 

16.05 Identify planning functions. 

16.06 Identify staffing requirements. 

16.07 Identify personnel assignments. 

16.08 Discuss employee scheduling. 

16.09 Discuss related responsibilities of property manager. 

17.0 DEMONSTRATE KNOWLEDGE OF RESORT MANAGEMENT — The student will be able to: 

17.01 Discuss the resort concept. 

17.02 Trace history and devolopment of resorts. 

17.0 3 Identify special considerations in planning and development. 

17.04 Identify planning and development process. 

17.05 Discuss resort facilities planning. 

17.06 Analyze requirements for recreational activities. 

17.07 Identify personnel department functions. 

17.08 Identify front of house functions. 

17.09 Identify heart of house functions. 

17.10 Identify security functions. 

17.11 Discuss marketing of resorts. 

17.12 Discuss resort investment management. 

17.13 Discuss future trends in resort industry. 

18.0 DEMONSTRATE KNOWLEDGE OF CONVENTION MANAGEMENT AND SERVICES ^-The Student 
wi 11 be able to: 

18. '01 Discuss scope and segments of convention market. 

18.02 Identify potential convention groups. 

18.0 J Identify company/corporate meetings. 

18.04 Identify factors affecting convention site selection. 

18.05 Discuss convention sales techniques. 

18.06 Identify the sales process. 

18.07 Discuss customer services. 

18.08 Identify convention servicing requirements. 

19.0 DEMONSTRATE KNOWLEDGE OF HOUSEKEEPING MANAGEMENT FUNCTIONS -- The student 
will be able to: 

19.01 Discuss housekeeping department operations. 

19.02 Discuss housekeeping management functions. 

20.0 DEMONSTRATE KNOWLEDGE OF LAWS AFFECTING HOSPITALITY INDUSTRY -- The student 
will be able to: 

20.01 Discuss legal rights of guests. 



20.02 
20.03 



Discuss legal rights and responsibilities of innkeepers. 
Discuss liabilities of innkeepers. 

20.04 Discuss applicable wage and hour laws. 

20.05 Discuss laws affecting hiring prar-ices. 

20.06 Discuss labor relations laws. 

20.07 Discuss public health and safety laws. 

20.08 Discuss I'.cense and beverage regulations. 
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20.09 Discuss warranties and product liabilities. 

20.10 Discuss taxes. 

20.11 Discuss antitrust laws. 

20.12 Discuss franchising and management contracts. 

20.13 Discuss group, convention, and banquet contracts. 

21.0 DEMONSTRATE KNOWLEDGE OF RECREATION MANAGEMENT— Tl 3 student will be able 



21.01 Identify competitive marketing strategy. 

21.02 Identify techniques for planning marketing strategy. 

21.03 Discuss customer/ services marketing mix. 

21.04 Discuss promotion/advertising marketing mix. ^ 

21.05 Identify external and internal selling techniques. 

21.06 Identify sa3.^s promotion *and merchandising techniques. 

21.07 Identify public relations/publicity techniques. 

21.08 Identify sources and uses of market inforin?»tion. 

21.09 Discuss financial aspects of marketing. 

21.10 Discuss professional and managerial considerations. 

22.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP— The student will be able 



22.01 Define entrepreneurship. 

22.02 Describe the importance of entrepreneurship to the American economy. 

22.03 List the advantages and disadvantages of business ownership. 

22.04 Identify the risks involved in ownership of a business. 

22.05 Identify the necessary personal characteristics of a successful 
entrepreneur . 

22.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 



to: 



to: 
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CURRICULUM FRAMEWORK PPOGRM AREA: Merketinq 



FLORIDA DEPARTMENT OF EDUCATIOII EFFECTIVE DATE: July, 1988 



PROGRAM TITLE: Hotel and Lodging: Auditing and Posting Operations 
CODE NUMBER; Secondary 8830000 Postsocondary HFT0131 

Flor.ida CIP ME08. 090202 



SECONDARY POSTSECOHDARV ADULT 

SCHOOL CREDITS 1 COLLEGE CREDITS VOCJ^TICNAL CREDITS 



APPLICABLE LEVKL(S): 7-9 9-12 Postsecondary Mult Vocational 

Postsecondary Vocational X Other 10-12, 30,31 



CERTIFICATION COVERAGE: HOTEL TRNG 7 DIST ED 7 TEACH CDE 7 



J. MAJOR CONCEPTS/CONTENT ; The purpose of t.iis proaram is to prepare st-udents 
for cipploymcnt ns posting clerks (216.587-014), posting machine operators 
(216.587-014) , or night auditors or to provide supplemental training for 
persons previously or currently tjnployed in these occupations. 

Tho content includes , but is not limitod to, night auditing function!;, 
employability skills, verbal, writing, and math skills, human relations, 
leadership, salos techniques, and management. 

II. LABORATORY ACTIVITIES ; A major portion of the learning activities is 
provided in a simulated job environment using hands-on expr^riences and 
equipment and supplies appropriate to the program content. 

Ill* SPECIAL NOTE : The Distributive Education Clubs of America is the appro- 
priote vocational student organization for providing leadership training 
experiences a. id for reinforcing specific vocational skills. When provided, 
these activities are considered an integral part of his instructional 
program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan> signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in"school learning experiences; a work station which reflects 
equipment, skills and tatsks which are relevant to the occupation which the 
student hni: chosen as a career goal. The student must be paid for work 
performed. 

If this program is offered for 450 hoars or more, in accordance with 
Section 2.33.0695 F.S./ the minimum basic skills grade level required for 
this •postsecondary adult vocational program is: Mathematics 6.0, 
Lant ! ,qe 7.0. This grade level number corresponds to n grade equivalent 
sc-xo obtained on i stctte designated basic skills examination. 

The typica] length of this program for the average achieving student is 150 
hours. 

IV* INTENDED OUTCOMES : After successfully completing this program, the student 
will be able to: 

01. Demonstrate employability skiMs. 

02. Apply human relations, leadership, and communications skills. 

03. Apply math skills. 

Identify sales and promotion techniques. 
US. Pe form night audit procedures. 

06. Operate posting and billing machines and computers. 
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STUDENT PERFORMANCE STANDARDS 
PROGRAM AREA: Marketirq 

PROGRAM TITLE: Hotel and Lodging: Auditing 
and Posting Operations 



EFFECTIVE DA'iE: July, 1988 
'SECONDARY NUMBER: 8830000 



POSTSECONDARY NUMBER: IL r0131 



01.0 DEMONSTRATE EMPLOYABILITY SKILLS --The student will be able to: 

01.01 Conduct a job search. 

01.02 Secure information about a job. 

01.03 Identify documents that may be required when applying for a job. 

01.04 Complete a job application form correctly. 

01.05 Demonstrate competence in job interview techniques. 

01.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

01.07 Identify acceptable work habits. 

01.0 8 Demonstrate knowledge of how to make job changes appropriately. 
01.09 Deironstrate acceptable employee health habits. 

O.'^.O APPLY HUMAN PELATTOMS, LEADERSHIP, AND COMMUNICATIONS SKILLS — The student 
will be able to: 

02.01 Apply verbal skills. 

02.02 WritP business letters. Memoranda, interoffice communications and 
reports . 

02.03 Identify security practices. 

C2.04 Recognize and give appropriate responses to emergency situations. 
0'>.05 Apply human -elations skills. 

-13.0 APPLY MATHrMi\TiCS SKILLS — The student w.^ be able to: 

03.01 Solve mathematical problems in addition, subtraction, multiplication 
and division. 

03.02 Solve mathematical problems using fractions and percentages. 

03.03 Apply industry mathematics skills to solve problems in the 
hospitality industry.. 

0 4.0 IDENTIFY SALES AND PROMOTION TECHNIQUES — -The student will be able to: 

04.03 Greet guests and determine their needs. 

04.02 Demonstrate techniques for maintaining proper environment. 

04.03 Apply hospitality sales techniques. 

04.04 Demonstrate special promotions. 

05.0 PERFORM NIGHT AUDIT PROCEDURES — The student will be able to: 

C5.01 Balance departmental totals. 

05.02 Post room charges and prove trial balance. 

05.03 Prepare night audit reports. 

05.04 Identify night management duties. 

06.0 OPERATE POSTING AND BILLING MACHINES AND COMPUTERS — -The student will be 
able to: 



06.01 Perform guest accounting procedures. 
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PROGRAM AREA: Marketing 



CURRICULUM FRAKEVJORK 
FLORIDA DEPARTMENT OF EDUCATION 
PROGRAM TITLE: Hotel and Lodging; Front Office and Cashiering Operations 



EFFECTIVE DATE: July, 1988 



CODE NUMBER: Secondary 8830100 

Florida CIP MEQ8, 090200 



Postsecondary HFT0130 



SECONDARY 

SCHOOL CREDITS 1 



COLLEf;E CREDITS 



APPLICABLE LEVEI (S) 



7-9 



9-12 



Postsecondary Vocational 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



Postsecondary Adult Vocational 
X Other 10-x2, 30, 31 



CERTIFICATION COVERAGE: HOTEL TRNG 7 DIST ED 7 TEACH CDE 7 



MAJOR CONCEPTS /CONTENT ; The purpose of this program is to prepare students 
for eipployment as desk clerks (40061603), or to provide supplemental 
training for personr previously or currently employed in this occupation. 



II, 



The content includes, but is not limited to, hotel/motel front office 
functions, employability skills, verbal, writing, and math skills, 
economics, marketing, safety and security, sales techniques, human 
relations, and applicable laws. 

LABORATORY ACTIVITIES : A portion of the learning activities is provided 
in a simulated job environment using hands-on experiences and equipment and 
supplies appropriate to the progreim content. 




III. SPECIAL NOTE: The Distributive Education Clubs of America is the appro- 
priate vocational student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. When provided , 
these activities are considered an integral part of this instructional 
program . 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to th** occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

If this program is offered for 450 hours or more, in accordance with Section 
233.0695 F.S., the minimum basic skills grade level required for this 
postsecondary adult vocational program is: Mathematics 6.0, Language 7.0. 
This grade level number corresponds to a grade equivalent score obtained on 
a state designated basic skills examination. 

The typical length of this program for the average achieving student is 150 
hours. 

IV. INTENDED OUTCOMES : After succesrfully completing this program, the student 
will be able to: 

01. Demonstrate employability skills. 

02. Apply human relations, leadership, and communications skills. 

03. Apply mathematical skills. 

04. Apply basic economic and marketing concepts. 

05. Identify health, safety, and security practices- 

06. Apply sales and promotion techniques. 

07. Identify organization rnd functions of hospitality industry. 

08. Demonstrate fr'^nt office accounting procedures. 

09. Perform front office processes and procedures. 

10. Knows the laws that affect the hospitality industry. 
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STUDENT PERFORMANCE TANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAI'. AREA: Marketing SECONDARY NUMBER: 8830100 



PROGRAM TITLE: Hotel and Lodging: Front POSTSECONDARY NUMBER: H FT0130 

Office and Cashiering Operations 



01.0 p )NSTRATE FMTLOYABILITY SKILLS --The Student will be able to: 

' .01 Conduct a job search. 

01.02 Secure information about a job. 

01.03 Identify docunents that may be required when applying for a job. 

01.04 Complete a joh application form correctly. 

01.05 Demonstrate competence in job interview techniques. 

01.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

01.07 Identify acceptable work habits. 

01.0 8 Demonstrate knowledge of how to make job changes appropriately. 

03.09 Demonstrate acceptable employee health habits. 



02.0 APPLY HUMAN HALATIONS, LEADERSHIP AND COMMUNICATIONS SKILLS — The student 
will be able to: 




02.01 Apply vfrbal skills. 

02.02 Write business letters, nexnoranda, interdepartmental communications 
and reports. 

02.03 Discuss human relations skills. 
02.0 4 Identify basic leadership skills. 

02.05 Analyr.o functions of hospitality industry. 

02.0 6 Use conir.on hotel terminology. 

02.07 Give directions. 

02.08 Respond to housekeeping and laundry requests. 

02.09 Place and receive telephone calls. 

02.10 Provide guest information arsistance. 

02.11 Display cross-cultural and handicapped sensitivity. 

02.12 Respond appropriately to incoming correspondence. 

03.0 APPLY MATHEMATICS SKILLS — The student will be able to: 

03. CI Solve mathematical problems in addition, subtraction, multiplication 
and division. 

03.02 Apply mathematics skills to solving problems in the hospitality 
industry. . 

04.0 APPT,Y BASIC ECONOMIC AND MARKETING CONCEPTS — The student will be able to: 



04.01 Apply basic economic concepts. 

04.02 Apply basic marketing concepts. 

05.0 IDENTIFY HEALTH, SAFETY AND SECURITY PRACTICES— -The student will be able 
to: 

05.01 Demonstrate general safety practices. 

05.02 Explain the security practices of a hospitality facility. 

05.03 Recognize emergency situations. 

05.04 Discuss nature and scope of security problems. 

05.05 Identify procedure for storage and protection of valuables. 

05.06 Identify guest protection. 

05.07 Identify security measures for riot and civil disturbances. 

05.08 Identify security measures for bomb threats and bombing. 

05.09 Discuss security measures for fire and natural disasters. 

06.0 APPLY SALES AND PROMOTION TECHNIQUES — The student will be able to: 

06.01 Greet guests and determine their needs. 

06.02 Demonstrate techniques for maintaining proper environment, such as 
up-to-date lobby displays. 

06.03 Apply hospitality sales techniques. 

07.0 IDENTIFY ORGANIZATION AND FUNCTION OF HOSPITALITY TNDUSTPy — The student 
will be able to: 




07.01 Describe the organizational structure of hotel operations. 

07.02 Identify the function of tne hotel industry.. 

07.03 Define and outline the function and organization of the front 
office. 
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08.0 DEMONSTRATE FPONT OFFICE ACCOUNTING PROCEDURES — The student will be able 
to: 

08.01 Demonstrate front office accounting procedures. 

08.02 Demonstrate night audit accounting procedures. 

08.03 Perform guest accounting procedures. 

08.04 Demonstrate night front office duties. 

09.0 PERFORM FRONT OFFICE PROCESSES AND PROCEDURES — The student will be able to 

09.01 Demonstrate front office processes. 

09.02 Demonstrate front office equipment and systems. 

09.03 DemonstjTate reservation process. 

09.04 Take and handle reservations. 

09.05 Register guests. 

09.06 Demonstrate room status process. 

09.07 Demonstrate guest accounting process. 

09.08 Demonstrate checkout settlement process. 

09.09 Chack out guests. 

10.0 KNOWS THE LAWS THAT AFFECT THE HOSPITALITY INDUSTRY — The student will be 
able to: 

10.01 Identify legal rights of guests. 

10.02 Identify legal rights and responsibilities of innkeepers. 

10.03 Identify current Federal and S+^ate of Florida laws that affect the 
hospitality industry. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 



FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 
PROGRAM TITLE: Hotel and Lodging: Housekeeping Services 




CODE NUMBER: Secondary Postsecondary HFT0160 

Florida CIP ME08, 099900 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 Postsecondary Adult Vocational 

Postsecondary Vocational X Other 30 , 31 





CERTIFICATION COVERAGE: HOTEL TRNG 7 DIST ED 7 TEACH CDE 7 

I. MAJOR CONCEPTS/CONTENT : The purpose of this program is to prepare students 
for employment as housekeepers, hotel and motel (70C80616) , house cleaners, 
hotel and motel (323.687.018), supervisors or inspectors or to provide 
supplemental training for persons previously or currently employed in these 
occupations. 

The content includes, but is not limited to, housekeeping operations in 
hospitality and institutional facilities, employability skills, verbal, 
writing, and math skills, economics, marketing, health, safety, and 
security, leadership, human relations, maintaining proper guest 
environment, sanitation, ho»isekeeping operations and management, management 
theory and decision making, training techniques, and applicable local, 
state and federal laws. 

II. LABORATORY ACTIVITIES ; Laboratory activities are an integral part of this 
program. Learning activities are provided in a simulated job environment 
that utili::es the equipment and supplies appropriate to the program 
content. 

1X1. SPECIAL NOTE ; The Distributive Education Clubs of America is the appro- 
priate vocational student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. When provided, 
these activities are considered an integral part of this instructional 
program. 

The cooperative method of instruction is appropriate for this program. 
Whenever th'^ cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and ir-school learr.ing experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

In accordance with Section 233.0695 F.S., the minimum basic skills grade 
level required for this postsecondary adult vocational program is: Mathe- 
matics 6.0? Language 7.0. This grade level number corresponds to a grade 
equivalent score obtained on a state designated basic skills examination. 

The typical length of this program for the average achievirig student is 450 
hours . 

INTENDED OUTCOMES ; After successfully completing this program, the student 
will be able to: 

01. Demonstrate employability skills. 

02. Demonstrate human relations, leadership, and communications skills. 

03. Demonstrate mathematical skills. 

04. Apply basic economic and marketing concepts. 

05. Demonstrate health," safety, and security practices. 

06. Identify procedures for organization and functions of hospitality 
industry. 

07. Identify the roles of management and supervisory personnel. 

08. Demonstrate effective training techniques. 

09. Apply basic sanitation skills. 
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Hotel and Lodging: Housekeeping Services - Continued 

10, Demonstrate housekeeping operations and management functions, 

11, Identify sales techniques, 

12, Identity knowledge of laws that affect the hospitality industry. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: Marketing 



SECONDARY NUMBER: 



PROGRAM TITLE: 



Hotel and Lodging . 
Housekeeping Services 



POSTSECONDARY NUMBER: HFT0160 



01.0 DEMONSTRATE EMPLOYABILITY SKILLS --The Student will la able to: 

01.01 Conduct a job search. 

01.02 Secure information about a job. 

01.03 Identify documents that may be required when applying for a job. 

01.04 Complete a job application form correctly. 

01.05 Demonstrate competence in job interview techniques. 

01.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

01.07 Identify acceptable work habits. 

01.08 Demonstrate knowledge of how to make job changes appropriately. 

01.0 9 Demonstrate acceptable employee health habits. 

02.0 DEMONSTRATE HUMAN RELATIONS, LEADERSHIP AND COMMUNICATIONS SKILLS -- The 
student will be able to: 

02.01 Apply verbal skills. 

02.02 Write business letters, memoranda, interoffice communications and 
reports. 

02.03 Discuss human relations skills. 

02.04 Identify basic leadership skills. 

02.05 Analyze functions of hospitality industry. 

03.0 DEMONSTRATE MATHEMATICS SKILLS — The student will be able to: 

03.01 Apply basic mathematics skills. 

03.0 2 Apply hospitality mathematics skills. 

04.0 APPLY BASIC ECONOMIC AND MARKETING CONCEPTS — The student will be able to: 

04.01 Apply basic economic concepts. 

04.02 Identify basic marketing concepts. 

05.0 DEMONSTRATE HEALTH, SAFETY, AND SECURITY PRACTICES — The student will be 
able to: 

05.01 Demonstrate general safety practices. 

05.0 2 Demonstrate general sanitation and hygienic pr.inciples. 

05.03 Demonstrate security practices. 

05.04 Recognize emergency situations. 

05.05 Identify nature and scope of security problems. 

05.06 Identify storage and protection of va3uables. 

05.07 Identify security procedures for hospitality facilities. 

05.08 Identify components of training and supervision. 

05.09 Identify procedures for guest protection. 



06.0 IDENTIFY ORGANIZATION AND FUNCTIONS OF HOSPITALITY INDUSTRY - 
will be able to: 




-The student 



06.01 Identify career opportunities in hospitality industry. 

06.02 Trace development of hospitality industry. 

06.03 Analyze organizational structure of hotel operations. 

06.04 Identify mission of food and beverage department. 

06.05 Identify mission of personnel, accounting, and sales. 

06.06 Identify future trends in hospitality industry. 

07.0 IDENTIFY THE ROLES OF MANAGEMENT AND SUPERVISORY PERSONNEL — The student 
will be able to: 

07.01 Identify management functions. 

07.02 Identify supervisory functions. 

07.03 Identify leadership styles. 

07.0 4 Identify work improv^^meni concepts. 

07.05 Describe the supervisor's role as a change agent. 

07.06 Identify steps in staff recruitment and selections. 

07.07 Identify procedures for staff orientation and training. 

07.08 Identify procedures for employee performance evaluation. 

07.09 Develop a plan for wage and salary administration. 

07.10 Identify internal communications processes. 
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Hotel and Lodging: Housekeeping Services - Continued 



07.11 Identify motivational techniques. 

07.12 Identify disciplinary process. 

07.13 Demonstrate conflict resolution. 

07.14 Identify employee groups. 

07.15 Identify the functions and purposes of employee unions. 

07.16 Identify labor control systems and their functions. 

07.17 Identify procedures in management development. 

C8.0 DEMONSTRATE EFFECTIVE TRAINING TECHNIQUES — -The Student will be able to: 

08.01 Demonstrate the principles of managing training programs. 

08.02 Perform a task analysis. 

08.03 Demonstrate procedures for hiring trainable employees. 

08.04 Develop training training objectives and plans for a training 
program. . . 

1 08.05 Demonstrate procedures for evaluating training programs. 

08.06 Identify communications concepts in training programs. 

08.07 Identify team-building strategies. 

08.08 Identify effective coaching and counseling techniques. 

08.09 Identify methods for the implementation of training programs. 

09.0 APPLY BASIC SANITATION SKILLS — -The student will be able to: 

09.01 Utilize cleaning and sanitizing principles. 

09.02 Apply housekeeping management skills. 

09.03 Demonstrate pest control. 

09.04 Identify sanitation regulations and standards. 

09.05 Identify accident prevention. 

10.0 DEHONSTl^TE HOUSEKEEPING OPERATIONS AND MANAGEMENT FUNCTIONS — The student 
will be able to: 

10.01 Trace evolution of the lodging industry. 

10.02 Describe housekeeping department operations. 

10.03 Clean and maintain guest rooms and public areas. 

10.04 Care for floor and carpets. 

10.05 Demonstrate interior restoration. 

10.06 Clean and maintain bathrooms and restrooros. 

10.07 Identify housekeeping administrative areas. 

10.08 Identify housekeeping management functions. 

10.09 Identify recordkeeping procedures and keep records. 

10.10 Demonstrate professional housekeeping management. 

11,0 IDENTIFY SALES TECHNIQUES — -The student will be able to: 

11.01 Identify the the sales techniques used by the hospitality irdustry, 

11.02 Greet guests and determine their needs. 

11.03 Demonstrate techniques for maintaining proper environment. 

12.0 IDENTIFY LAWS THAT AFFECT THE HOSPITALITY INDUSTRY -- The student will be 
able to: """ 

12.01 Identify applicable wage and hour laws. 

12.02 Identify laws affecting hiring practices. 

12.03 Identify labor relations laws. 

12.04 Identify public health and safety laws. 

12.05 Identify warranties and product liabilities. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGRAM TITLE: Hotel and Lodging; Telephone Conununication Techniques 
CODE NUMBER: Secondary 8830200 Postsccondary HFT0140 

Florida CIP MEOG. 090201 



SECONDARY P05TSEC0NDARY ADULT 

SCHOOL CREDITS 1 COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 Postsecondary Adult Vocational 

Postsecondary Vocational X Other 10-12, 30,31 



CERTIFICATION COVERAGE: HOTEL TRNG 7 DIST ED 7 TEACH CDE 7 



I. MAJOR CONCEPTS /CONTENT I The purpose of this program is to prepare students 
for employment as switchboard operators/receptionists (40064803), 
switchboard operators (40066201) or to provide supplemental training for 
persons previously or currently employed in these occupations. 

II. LABORATORY ACTIVITIES ; Laboratory activities are an integral part of this 
program. Training stations should be provided that duplicate the equipment 
used in most hot«,"ls and motels. 

III. SPECIAL NOTE ! The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership 
training experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this 
instructional program. 

The coop )rative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training p3an, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and task? which are relevant to tho occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed . 

If this program is offered for 450 hours or more, in accordance with 
Section 233.0695 F.S., the minimum basic skills grade level required for 
this postsecondary adult vocational program is: Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a grade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 150 
hours. 

IV. INTENDED OUTCOMES ; After successfully completing the program, the student 
will be able to: 

01. Demonstrate the human relations skills necessary for success in 
marketing occupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Identify tho parts of hotel marketing operations. 

04. Demonstrate hotel communication services. 

05. Demonstrate employability skills. 

06. Describe the organizational structure of a hotel. 
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STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE; July, 1988 

PROGRAM AREA: Marketing SECONDARY NUMBER: 8830200 



PROGRAM TITLE: Hotel and Lodging; Telephone POSTSECONDARY NUMBER: HFT0140 
Communication Techniques 

01.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Discuss human relations skills. 

01.02 Analyze the functions of the hospitality industry. 

01.0 3 Provide guest assistance and information. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The Student will be 
able to: 

02.01 Apply verbal skills. 

02.02 App^y writing skills. 

02.03 Apply basic mathematics skills. 

03.0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will be 
able to: 

03.01 Greet guests and determine their needs. 

03.02 Identify hospitality sales techniques. 

04.0 DEMONSTRATE HOTEL COMMUNICATION SERVICES — The student will be able to: 

04.01 Identify telephone communication techniques. 

04.02 Develop a dynamic telephone personality. 

04.0 3 Provide services using various types of telephone systems. 

04.04 Retrieve guest data using computer terminal. 

04.05 Record and place wake-up calls. 

04.06 Provide mossage services. 

04.07 Provide proper mail services (handling and distribution). 

04.08 Rpcognize emer9<;ncy situations coming thru the telephone? system and 
give appropriate procedural responses. 

05.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

05.01 Conduct a job search. 

05.0 2 Secure information about a job. 

05.0 3 Identify documents that may be required when applving for a job. 

05.04 Complete a iob application form correctly. 

05.05 Demonstrate competence in job intcjrview techniques. 

05.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

05.07 Identify acceptable work habits. 

05.08 Demonstrate knowledge of how to make job changes appropriately. 

05.09 Demonstrate acceptable employee health habits. 

06.0 DESCRIBE THE ORGANIZATIONAL STRUCTURE OF A HOTEL — The student will be able 
to: 

06.01 Describe management functions. 

06.02 Identify staff according to function. 
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CURRICULnM FRAMEWORK PROGRAM AREA: Marketing 



FLORIDA DEPARTOBNT OF EDUCATION EFFECTIVE OATF: July , 1988 
PROGRAM TITLE: Hotel/Motol Management 



CODE NUMBER: Secondary Postsecondary HF TQiei 

Florida CTP ME06. 070100 

SECOHDARY POSTSECONDARY ADULT 

SCHOOL CREDITS COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): l-S 9-12 ^Postsecondary Adult Vocational 

Postsecondary Vocational X Other 30 ^ 31 



CERTIFICATION COVERAGE: HOTEL TRNG 7 DIST ED 7 TEACH CDE 7 MKTG HGMT 7 

I. MAJOR CONCEPTS /CONTENT : The purpose of this program is to provide 
nanaaezoent training for a vide variety o£ supeicvisory and laanageinent 
occupations in the hotel-motel industry or to provide supplexaental training 
for persons previously or currently eicployed in these occupations (2006199) - 

The content includes, but is not limited to, management and supeirvisorj' 
development, management theory, decision making, organization, 
coninunications , hujaan relations, leadership training, personnel, security, 
sanitation, food and beverage management, sales, accounting, housekeepingf 
energy management, m^iintenance and engineering, marketing, property, 
resort, and convention management, and applicable local, state and federal 
lavs, 

II, LABORATORY ACTIVITIES : I.aboratory activities are an integral part of this 
program. The student should gain the competence required to manage each 
department of the hotel or motel and overall management of the facility, 

III, SPECIAL NOTE i The Distributive Education Clubs of America is the appro- 
priate vocational student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. When provided, 
these activities are considered an integral part of this instructional 
program. 

The cooperative method of instruction is appropriate for this program, 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, vhich includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station vhich reflects 
equipment, skills and tasks vhich are relevant to the occupation vhich the 
student has chosen as a career goal* The student mus%: be paid for vork 
performed. 

In accordance vith Section 233,0695 F,S., the minimum basic skills grade 
level required for this postsecondary adult vocational program is: Mathe- 
matics 7.0; Language 7,0, This grade level number corresponds to a grade 
equivalent score obtained on a state designated basic skills examination. 

The typ ral length of this program for the average acnieving student is 
1260 he rs, 

IV, IKTEWDED ODTCOMES : After successfully completing tnis program, the student 
vill he ablo t<^: 

01, Demonstrate en^loyability skills, 

02, Demonstrate human relations, leadership, and communications skills, 

03, Demonstrate mathematical skills, 

04, Apply ba^ic economic and snarketing concepts. 

05, Demonstrate health, safety, and security practices, 

06, Identify orgamization and functions of hospitality industry, 

07, Demonstrate supervisory, human relations, communications, and training 
skxlls. 
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Hotel /Motel Management - Continued 



08. Demonstrate food service and beverage sanitation. 

09. Demonstrate Lood and beverage management and services. 

10. Demonstrate knowledge of accounting procedures. 

11. Demonstrate security management. 

12. Plan food purchase and production ♦ 

13. Plan energy management. 

14. Demonstrate marketing management and sales promotion concepts. 

15. Identify procedure for property maintenance and engineering. 

16. Plan property management. 

17. Plan convention management and services. 

18. Pidn housekeeping management ♦ 

19. Demonstrate laws afficting hospitality industry* 

20. Demonstrate an understanding of entrepreneurship. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AR2A: Marketing SECONDARY NUMBER: 

PROGRA^^ TITLE: Hotel/Motel Manaqemjnt POSTS ECONDARY NUMBER: HFT0161 



01.0 DEMONSTRATE EMPLOYABILITY fKILLS ^-The student will be able to; 

01.01 Conduct a job search. 

01.02 Secure information about a job. 

01.03 Identify documents that may be required when applying for a job. 

01.04 Complete a job application form correctly. 

01.05 Demonstrate competence in job interview techniques. 

01.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

01.07 Identify acceptable work habits. 

01.08 Demonstrate knowledge of how to make job changes appropriately. 
01*09 Demonstra*:e acceptable employee health habits. 

02 . 0 DEMONSTRATE HUMAN RELATIONS^ LEADERSHIP AND COMMUNICATIONS SKILLS — The 
student will be able to: 

02.01 Apply verbal skills. 

02.02 Write business letters, memoranda, interroffice communications and 
reports. 

02.03 Apply human relations skills. 

02.04 Identify basic leadership skills. 

02.05 Identify functions of hospitality industry. 

03.0 DEMONSTRATE MATHEMATICS SKILLS — The student will be able to: 

03.01 Solve mathematical problems in addition, subtraction, 
multiplication, and division. 

03.02 Apply mathematics skills to solving problems in the hospitality 
industry. 

04.0 APPLY BASIC ECONOMIC AND MARKETING CONCEPTS — The student will be able to: 

04.01 Apply basic economic concepts. 

04.02 Apply basic marketing concepts. 

05.0 DEMONSTRATE HEALTH, SAFETY AND SECURITY PRACTICES — The student Will be able 
to: 

05.01 Demonstrate general safety practices. 

05.02 Demonstrate general sanitation and hygienic principles. 

05.03 Demonstrate security practices. 

05.04 Recognize emergency situations. 

v6,0 IDENTIFY ORGANIZATION AND FUNCTION OF HOSPITALITY INDUSTRY — The Student 
Will be able to: 

06.01 Identify career opportunities in hospitality industry. 

06.02 Trace development of hospitality industry. 

06.. 03 Analyze organizational structure of hotel operations. 

06.04 Identify mission of food and beverage department. 

06.05 Identify missior of personnel, accounting, and sales. 

06.06 Identify future trends in hospitality industry. 

07.0 DEMONSTRATE SUPERVISORY. HUMAN RELATIONS , COMMUNICATIONS, AND TRAINING 
SKILLS — The student will be able tot 



07.01 Describe management functions. 

07.02 Describe supervisory functions. 

07.03 Describe leadership styles. 

07.04 Describe work improvement concepts. 

07.05 Describe the supervisor's role as a change agent. 

07.06 Describe the steps in staff recruitment and selection. 

07.07 Describe the procedures for staff orientation and training. 

07.08 Describe procedure© for employee performance evaluation. 

07.09 Describe procedures for wage and salary administration. 

07.10 Describe internal commonications processes. 

07.11 Demonstrate motivatioi?fal techniques. 

07.12 Describe disciplinary processes. 

07.13 Demonstrate conflict resolution. 

07.14 Describe employee groups. 
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Hotel /Motel Management - Continued 



07.15 Describe the functions and purposes of employee unions. 

07! 16 Describe labor control systems. 

07.17 Describe management development. 

07.18 Ider*-ify need for effective communications. 

07.19 Dest Ibe factors that impede effective communications. 

07.20 Demi strate effective interview techniques. 1 

07.21 Oesc -ibe communications factors that influence leadership. 

07.22 Develop training plans for a training program. 

07.23 Demonstrate oral communications techniques. 

07.24 Identify principles of managing training programs. 

07.25 Describe procedures for performing a task analysis. 

07.26 Drdvtonr procedures for hiring training employees. 

07.27 Identify learning principles. 

07.28 Identify principles of individualized instruction. 

07.29 Identify principles of group training methods.. 

07.30 Describe procedures for evaluat^ing training programs. 

07.31 Identify communications concepts in training programs. 

07.32 Develop team-building strategies. 

07.33 Identify effective coaching and counseling techniques. 

07 [34 Develop a plan for the implementation of training programs. 

08.0 DEMONSTRATE FOOD SERVICE AND BEVERAGE SANITATION — The student will be able 
to: 

08.01 Identify the reasons for safe food storage. 

08.02 Identify types of contamination and food borne illness. 
08lo3 Describe the procedure for purchasing safe food. 

08.04 Identify methods of protecting food in preparation and service. 

08*05 Identify safe food handling procedures. 

08.06 Develop a plan for employee sanitation training. 

08.07 Identify methods of keeping facilities and equipment sanitary. 

08.08 Identify cleaning and sanitizing principles. 

08.09 Demonstrate methods of housekeeping management* 

08.10 Demonstrate pest control* 

08.11 Identify methods of sanitary food service management. 

08.12 Identify sanitary regulations and standards. 

08.13 Demonstrate accident prevention. 

09.0 DEMONSTRATE FOOD AND BEVERAGE MANAGEMENT AND SERVICES— The Student will be 
able tor 

09.01 Trace growth and development of food and beverage industry. 

O9I02 Identify basic food and beverage management functions. 

09.03 Identify trends m food and beverage industry. 

09.04 Identify food preparation and service techniques. 

09.05 Identifv food service and beverage facilities and equipment. 

09.06 Demonstrate purchasing, storage, and inventory controls. 

09.07 Demonstrate sanitation and safety practices. 

09.08 Identify food and beverage controls and standards. 
09! 09 Identify food and beverage control systems. 

09.10 Develop a food and beverage operating budget. 

09.11 Develop a plan for labor cost control. 

10.0 DEMONSTRATE KNOWLEDGE OF ACCOUNTING PROCEDURES — -The student will be able 
tol 

10.01 Identify front office accounting procedures. 

10.02 Identify night audit accounting procedures. 

10.03 Identify basic accounting principles and terminology. 

10.04 Prepare journals and ledgers. 

10.05 Prepare trial balance with adjustments. 

10.06 Prepare balance sheet. 

10.07 Prepare income statement. 

10.08 Prepare statements of changes in financial position. 

10.09 Cnlculate fixed assets, inventory, and operating expenses. 
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Hotel/Motel Management - Continued 



10 .10 Prepare equity accounts. 

10.11 Prepare sales accounting records. 

10.12 Prepare payroll accounting records. 

11.0 DEMONSTRATE SECURITY MANAGEMENT --The Student will be able to: 

11.01 Identify nature and scope of security problems in hospitality 
industry. 

11.02 Identify types of perimeter security. 

11.03 Identify electric and electronic security devices. 

11.04 Demonstrate procedures for storage and protection of valuables. 

11.05 Identify functions of protection department. 

11.06 Describe security of hospitality facilities. 

11.07 Describe security training and supervision. 

11.08 Identify the reasons for maintaiing internal and external security 
cooperation. 

11.09 Identify methods of 'insuring guest protection. 

11.10 Identify security measures for riot and civil disturbances. 
ll!ll Identify security measures for bomb threats and bombing. 
11.12 Identify security measures for fire and natural disasters. 

12.0 PLAN FOOD PURCHASE AND PRODUCTION — -The student will be able to: 

12.01 Describe the development and function of the food service industry. 

12!o2 Identify kitchen operations. 

12.03 Identify preparation methods for stocks, sauces, and soups. 

I2I04 Identify procedures for meat and poultry selection, cooking, and 

handling. . ^ t,- 

12.05 Identify procedures for vegetable and fruit handling and cooKing. 

12!o6 Identify procedures for preparation of eggs, cheese, milk and 

cereals. , , , 

12.07 Identify procedures for preparation of baked goods ana desserts. 

12!o8 Develop a plan for organization and functions of food purchasing* 

12.09 Identify mechanics of food buying. 

12.10 Identify importance of food specifications and testing. 

12.11 Identify receiving and storeroom functions. 

12.12 Identify internal food control systems. 

12.13 Identify future and trends in food service industry. 

12.14 Identify sources of information for food purchases. 

13.0 PLAN ENERGY MANAGEMENT — The student will be able to: 

13.01 Identify energy concerns and problems in the hospitality industry. 

13.02 Identify impact of energy on hospitality industry. 

13.03 Identify energy management techniques. 

13.04 Develop an oncrgy management plan for a hotol with complete 
facilities. 

13.05 Identify techniques for organizing energy programs. 

13.06 Identify energy assessment practices. 

13.07 Identify property energy systems. 

13.08 Identify energy survey and audit practices. 

13.09 Identify utilities management principles. _ 

13.10 Identify energy con: imption and conservation methods. 

14.0 DEMONSTRATE MARKETING MANAGEMENT AND SALES PROMOTION CONCEPTS -- The student 
wiii be able to: 

14..01 Plan a pre-sales program. 

14.02 Identify sales planning procedures. 

14.03 Develop a sales promotion budget. 

14.04 Identify personal selling concepts. 

14.05 Identify multi-media advertising methods. 

14.06 Develop a publicity and public relations plan. 

14.07 Discuss importance of internal selling. 

14.08 Identify external sales agencies. 

14.09 Identify types of special promotions. 

14.10 Identify techniques for promoting room sales. 

14.11 Identify techniques^ for promoting food and beverage sales. 

14.12 Identify methods for evaluating sales programs. 

15.0 IDENTIFY PROCEDURES FOR PROPERTY MAINTENANCE AND ENGINEERIN r »>The student 
will be able to: 

15.01 Identify trends and functions of maintenance and engineering. 
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Hotcl/Kctcl Managom»^nt - Continued 
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16.0 PL AN PROPERTY MANAGEMENT — The student will be able to: 

16.01 Identify responsibilities of a property manager. 

16.02 Identify cost/ cost trends, and controls for property operations and 
maintenance. 

16.03 Develop a budget for leasing and contract maintenance. 

16.04 Calculate replacement versus repair costs. 

16.05 Identify planning functions of property management. 

16.06 Identify staffing requirements of a hotel property. 

16.07 Develop a plan for personnel assignments and scheduling. 

17.0 PLAN CONVENTION MANAGEMENT AND SSRVICES — The student will fae able to: 

17.01 Identify scope and segments of convention market. 

17.02 Identify potential convention groups. 

17.03 Identify factors affecting convention site selection. 

17.04 Identify convention sales techniques. 

17.05 Identify the steps in the sales process. 
17^06 Identify customer services. 

17.07 Identify convention servicing requirements. 

18.0 PLAN HOUSEKEEPING MANAGEMENT FUNCTIONS — The student will i: able to: 

18.01 Develop a plan for housekeeping department operations. 

18.02 Identify housekeeping management functions. 

19.0 IDENTIFY LAWS AFFECTING HOSPITALITY INDUSTRY — The student will be able to: 

jal rights of guests. 

3al rights and responsibilities of innkeepers. 
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PROGRAM AREA: Marketing 



CURRICULUM FRAMEWORK 
FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGRAM TITLE; Import /Export Marketing 

CODE NUMBER: Secondari^ Postsecondary MKA0092 

Florida CIP ME08. 070300 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



APPLICABLE LEVEL(S): 



7-9 



9-12 



Postsecondary Vocational 



__Postsecondary Adult Vocational 
X Other 30, 31 



CERTIFICATION COVERAGE; RETAILING 7 DIST ED 7 TEACH CDE 7 WHOLESAL 7 





I. MAJOR CONCEPTS /CONTENT : The purpose of this program is to prepare students 
for employnsent as import clerks (214.467-010), importer (185.157-018), or 
import-export agent (184.117-022), or to provide supplemental training for 
persons previously or currently employed in these occupations ♦ 

The content includes, but is not limited to, selling, buying, transporting, 
storing, advertising, displaying and financing goods and services imported 
or for export. 

II. LABORATORY ACTIVITIES ; Laboratory activities are an integral part of this 
program and should be used to apply theory to the operation of an 
import/export business. 

III. SPECIAL NOTE ; The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing lea<?ership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, thcsr activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student; a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevent to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

If this program is offered for 450 hours or more, in accordance with 
Section 233»0695 F.S., the minimum basic skills grade level required for 
this postsecondary adult vocational program is; Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a grade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 540 
hours. 

IV. INTENDED OUTCOMES ; After successfully completing the program, the student 
will be able to; 

01 ♦ Demonstrate the human relations skills necessary for success in 
marketing occupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Utilize effective selling techniques and procedures. 

04. Apply sales promotion techniques and procedures to the marketing 
of import or export products. 

05 r Demonstrate knowledge of merchandising activities. 
06 ♦ Perform merchandising math operations unique to import or export 
marketing. 

07 ♦ Demonstrate a knowledge of basic economic principles. 

08. Understand the importance of marketing operations. 

09 . Demonstrate knowledge and application of product and service 
technology. 

10. Demonstrate employability skills. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: Marketing 

PROGRAM TITLE: Import/Export Marketing 



SECONDARY NUMBER: 



POSTSECONDARV NUMBER: MKA0092 



01.0 



DEMONSTRATE THE HUMAN RELATIONS SKILLS NFCESSAPV FOR SUCCESS 
OCCUPATIONS'*'*The Student will be able to: 



IN MARKETING 



02.0 



01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality inventory for personal improvement. 

01.04 Exhibit the ability to get along with others. 

01.05 Discuss the importance of human relations. 

DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFUL LY—The student will be able 
to: 



03.0 




04.0 



05.0 




Describe the importance of clear and concise writing. 
Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

Explain the importance of good listening skills. 
Discuss the role communication plays in marketing. 
Demonstrate the components of the communication process. 
Demonstrate effective written communications skills . 
Demonstrate effective oral communications skills. 



02.01 
02.02 

02.03 
02.04 
02.05 
02.06 
02.07 

UTILIZE EFFECTIVE SELLING TECHNIQUES AKD PROCEDURES— The student will be 
able to: 



03.01 Demonstrate the steps of a sale. 

03.02 Recognize consumer buying motives. 

03.03 Identify the typos of consumer bchavior. 

03.04 Identify various types of customer approaches such as greeting, 
merchandise, and service. 

03.05 Determine the proper time to approach a customer to open a sale. 

03.06 Identifv techniques for handling different customer types: the 
casual looker, the decided, and undecided customer. 

03.0 7 Develop a written feature-benefit analysis sheet for a product. 

APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to: 



List the purposes of advertising, display, and public relations. 
Explain the -importance of sales promotion. 
Identify various forms of advertising media. 
Distinguish between the kinds of displays. 
Identify the parts of an advertisement. 

Identify the most appropriate display for given types of 
merchandise. 
Prepare an ad layout. 

DEMONSTR/iTE A KNOVfLEDGE OF MERCHANDISING ACTIVITIES — The student will be 
able to: 

05.01 Explain the role of buying/purchasing in merchandising. 

05.02 Describe the importance of inventory control. 



04.01 
04.02 
04.03 
04.04 
04.05 
04.06 

04.07 



06.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO MARKETING- 
be able to: 



-The student will 



06.01 
06.02 
06.03 



06.04 
06.05 
06.06 
06.07 
06.08 
06.09 
06.10 
06.11 
06.12 



Perform addition, subtraction, multiplication, and division. 
Complete problems using percentages, decimals, and fractions. 
Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash, charge, discount, layaway, 
C.O.D., and returns. 

Demonstrate opening and closing procedure for a cash register. 

Calculate turnover. 

Calculate stock-sales ratio. 

Demonstrate a knowledge of pricing policies. 

Calculate markup 'as a percentage of cost. 

Calculate markup as a percentage of retail. 

Calculate markdowns on merchandise. 

Calculate open-to-buy. 

Complete and invoice, purchase order, and packing slip. 
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Import/Export Marketing - Continued 

06.13 Calculate discount datC/ due date, and amount of payment on an 
invoice. 

06.14 Select the most beneficial discount terms for an invoice, 

06.14 Select the most beneficial discount terms for an invoice, 

06.15 Calculate the amount of merchandise to be recorded utilizing model 
stocks. 

06.16 Calculate minimum stock, maximum stock, and reorder quantities on 
strong sellers, 

07,0 D EMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES — The student will be 
able to: 

07,01 Explain the role of marketing in the free enterprise system, 

08,0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will be able 
to: 

08.01 Describe ways to protect the body from injury on a job. 

08.02 Recognize basic safety hazards. 

08.03 Practice accident prevention, 

08.04 Explain the importance of receiving-checking-marking operations, 

08.05 Describe the importance of security. 

08.06 Demonstrate an understanding of credit policies and procedures. 

08.07 Demonstrate an understanding of housekeeping responsibilities and 
maintenance procedures. 

08.08 Demonstrate an understanding of receiving procedures and policies. 

08.09 Demonstrate an understanding of the movement of goods to and from 
the store. 

09.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to: 

09.01 Understand the importance of product and service technology. 

09.02 Utilize available sources to obtain product knowledge. 

10.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

10*01 Conduct a job search. 

10.02 Secure information about a job. 

10.03 Identify documents that may be required when applying for a job. 

10.04 Complete a job application form correctly* 

10.05 Demonstrate competence in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

10.07 Identify acceptable work habits. 

10.0 8 Demonstrate knowledge of how to make job changes appropriately. 
10.09 Demonstrate acceptable employee health habits. 

11.0 UNDERSTAND THE ROLE OF THE MANAGER — The student will be able to: 

11.01 Demonstrate knowledge of the functions of management. 

11.02 List and describe the various types of management styles. 

11.03 Differentiate between the various types of business organizations. 

12.0 DEMONSTRATE KNOWLEDGE OF IMPORT AND EXPORT LAWS, RULES AND REGULATIONS — The 
student will be able to: 

12.01 Appraise the effects of various laws, rules and regulations to 
import/export businesses, 

12.02 Acquire the information necessary to comply with the various laws, 
rules and regulations affecting import/export businesses. 

13.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENKURSHIP — -The student will be able 
tor 

13.01 Define entrepreneurship. 

13.02 Describe the importance of entrepreneurship to the American economy. 

13.03 List the advantages and disadvantages of business ownership. 

13.04 Identify the risks involved in ownership of a business. 

13.05 Identify the necessary personal characteristics of a successful 

entrepreneur. 

13.06 Identify the business skills needed to operate a small business 

efficiently and effectively. 
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STUDENT PERFORMANCE STANDARDS 

PROGRAM AREA: Marketing 

PROGRAM TITL'E: Insurance Marketing 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: 



POSTSECONDARY NUMBER: RMI0090 



01*0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Exhibit acceptable grooming habits* 

01*02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty* 
01*03 Use a personality inventory for personal improvement* 
01*04 Exhibit the ability to get along with others* 
01*05 Di«5cuss the importance of human relations* 

01*06 De alop and demonstrate the unique human relations skills needed for 
successful entry and progress in the marketing occupation selected 
by the student as a career objective* 

02*0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY --The student will be able 
to: 

02*01 Describe the importance of clear and concise writing* 
02*02 Demonstrate a proficiency in the effective use of speech and 
vocabulary* 

02*03 Explain the importance of good listening skills* 
02*04 Discuss the role communication plays in marketing* 
02*05 Demonstrate the components of the communication process* 
02*06 Demonstrate effective written communications skills* 
02*07 Demonstrate effective oral communications skills* 
02*08 Conduct a meeting utilizing parliamentary procedure* 



03*0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES - 
able to: 




-The student will be 



03*01 Identify the different insurable risks to which an individual or 

business is exposed* 
03*02 Recommend the proper insurance coverages available to safeguard 

against those risks* 
03*03 Recommend the terms, conditions, and limits that should be contained 

in the various insurance contracts* 
03*04 Recommend, if warranted, alternate methods of dealing with the 

risks* 

04*0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING or 
PRODUCTS — The student will be able to: 

04*01 List the purposes of advertising, display, and public relations* 
04*02 Explain the importance of sales promotion* 
04*03 Identify various forms of advertising media* 

04*04 Demonstrate an understanding of design principles and elements* 

05.0 DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES —The student will be 
able to': 

05*01 Explain the role of buying/purchasing/selling in merchandising of 
insurance* 

05*02 Describe the importance of inventory control* 

06*0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO MARKETING— The student will 
be able to: 

06*01 Perform addition, subtraction, multiplication, and division* 
06*02 Complete problems using percentages, decimals, and fractions* 

07*0 DEMONSTRATE A KNOWLEDGE OF BAPIC ECONOMIC PRINCIPLES— The student will be 
able to: 



07.01 

07*02 
07*03 
07*04 
07*05 



07 
07 



► 06 

► 07 



07*08 



Discuss the origin of insurance and its development up to the 
present time* 

Explain why the institution of insurance is needed by society* 
State and explain the difference between insurance and gambling* 
Define the technical terms used in the insurance business* 
Understand and explain the application to insurance of the "law of 
large numbers" and the "theory of probability*" 
Explain the characteristics of an insurable hazard* 
List and discuss alternate methods of dealing with risk* 
List and explain the characteristics of the insurance contract* 
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07^*09 List the prerequisites to an enforceable contract. 

07.10 Define and uncJi-rstand the^ application of the doctrines peculiar to 

the insurance contract. 
07^11 List and discuss the different types of insurance carriers. 
07^12 Explain the background of insurance regulation and its development 

up to the present time. 

08.0 UNDERSTAND THE I M PORTANCE OF MARKETING OPERATIONS — The scudent v/ill be able 
to: 

08.01 List and discuss the various functions of an insurance company. 

08.02 Explain the organization and workings of the underwriting function. 

08.03 Explain the under\\'riting function as it influences other functions. 

08.04 Discuss the agency policy of insurance companies. 

09.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — -The student will be able to: 

09.01 Explain the terms, conditions, and coverages found in the standard 
fire policy. 

09.02 List and explain the purposes of the forms that can be added to the 
standard fire policy. 

09.03 Understand and discuss the standard clauses found in various fire 
and allied forms. 

09.04 List and explain the various dwelling coverage forms available. 

09.05 List and explain the various commercial coverage forms available. 

09.06 Understand and discuss the different types of insurance contracts 
available to cover consequential and contingent losses. 

09.07 Understand the procedure followed in the rating of fire and allied 
lines insurance contracts, and demonstrate this understanding. 

09.08 Explain the puirpose and scope of the special flood and windstorm 
programs. 

09.09 Discuss the origin of inland marine insurance and its development up 
to the present time. 

09.10 Understand and discuss the basic inland marine policy. 

09.11 List the major personal inland marine coverages and explain their 
uses and differences. 

09.12 List the major commercial inland marine coverages and explain their 
use and purpose. 

09.13 Understand the procedure followed in the rating of inland marine 
insurance contracts and demonstrate this understanding. 

09.14 Discuss the origin of ocean marine insurance. 

09.15 List and discuss the divisions of ocean marine insurance. 

09'.16 List and define the implied warranties in ocean marine insurance. 

09.17 Explain the liability of an ocean carrier for the property of 
others. 

09.18 List and explain the nature of the insurable interests in an ocean 
marine venture. 

09.19 Define the common ocean marine terms associated with the settlement 
of losses. 

09.20 List and understand the ocean marine perils. 

09.21 Explain the purpose of the basic ocean marine clauses. 

09.22 Discuss the coverage afforded by the ocean marine policies. 

09.23 Understand the procedure followed in the rating of ocean marine 
contracts and demonstrate this understanding. 

09.24 Discuss the principles and application of the law of negligence. 

09.25 List and discuss the broad division of general liability insurance. 

09.26 Discuss the different personal liability coverages and explain the 
differences among them. 

09.27 Discuss the different commercial liability coverages and expla.m the 
application to practical situations. 

09.28 Understand the procedure followed in the rating of general liability 
insurance and demonstrate this understanding. 

09.29 Discuss the negligence liability of automobile owners and operators. 

09.30 Explain the various automobile liability insurance plans. 

09.31 Discuss the different automobile insurance policies and explain the 
differences among them. 

09.32 List and explain the different types of automobile coverages. 

09.33 Understand the procedure foJilowed in the rating of automobile 
insurance and demonstrate this understanding, 

09.34 Discuss the purpose and operation of the Florida Joint Underwriters 
Association (FJUA) . 

09.35 Explain the Florida Automobile Reparation Reform Act (Personal 
Injury Protection-PIP) . 

09.36 Discuss the negligence liability of employers. 
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09.37 

09. 3P 

09.39 

09.40 

09.41 
09.42 
09.43 

09.44 

09.45 

09.46 

09.47 
09.48 
09.49 

09.50 

09.51 

09.52 
09.53 

09.54 
09.55 
09.56 
09.57 

09.58 
09.59 
09.60 
09.61 

09.62 
09.63 

09.64 

09.65 
09.66 
09.67 

09.68 

09.69 

09.70 

09.71 
09.72 
^^9.73 

09.74 

09.75 
09.76 
09.77 
09.78 
09.79 
09.80 

09.81 
09.82 
09.83 
09.84 

09.85 



Ddscas?3 the origin of Workmen's Compensation and its development up 
to the present time. 

Discuses the coverages, endorsements, conditions and exclusions found 
in Workmen's Compens^*:^ on policies. 

Under^taad the v/orkii»gs of the various Workmen's Compensation 
• retrospGCt:.V9 -atirg plar»ij an5 demonstrate this understanding. 
Understand tne procedure fol^:;woci in the rating of Workmen's 
Compensation insurance and dejaanrtrate this understanding. 
Discuss the purpose and operation of the assigned risk plan. 
Discuss the nature of the boiler and machinery hazard. 
List and expJain the basic coverages found in boiler and machinery 
pplicies. 

Explain the use and purpose of the various boiler and machinery 
endorsements. 

Discuss the various policy provisions founo in boiler and machinery 
policies . 

Understand the procedure followed in the rating of boiler and 
machinery insurance and demonstrate this understanding. 
Define the basic crime terms'. 

Discuss the different personal crime policies. 

List and discuss the basic and miscellaneous coicfiorcial crime 

coverage forms. 

Explain the purposes, advantage^ and disa^* antages of crime 
deductibles . 

Demonstrate an understanding of the proct* .re followed in the rating 
of crime insurance. 

Discuss the comprehensive glass policy. 

Demonstrate an understanding of the procedure followed in the rating 

of plate glass insurance. 

Explain the purposes of fidelity bonds. 

Define certain basic terms used in the fidelity field. 

List and discuss the different types of fidelity bonds. 

Demonstrate an understanding of the procedure followed in the rating 

of fidelity bonds. 

Explain the differences between suretyship and insurance. 

List and identify the parties to a surety bond. 

List and discuss the different types of surety bonds. 

Demonstrate \t\ understanding of the procedure followed in the rating 

of surety bonds. 

Discuss the development of the Homeowners policy. 

Determine the types of risks that are eligible for the Homeowners 

program. 

State the limits of liability required under the various Homeowners 
forms . 

List and disc\iss the basic Homeowners coverage forms. 

Dinruss the vaxious optionnl Homeowners coverage forms. 

Explain the application of the mandatory Homeowners deductibles and 

discuss the optional deduotibles available. 

Demonstrate an understanding of the procedure followed in tl^e rating 
of Homeowners contracts. 

Discuss the history and concept of commercial multiple line 
insurance . 

Define the above coverage risk and explain how this is reflected in 
the rate. 

List and discuss the advantages of packaging. 

List and discuss the various commercial multiple line progrcms. 
Understand the procedure followed in the rating of commercial 
multiple line programs and demonstrate this understanding. 
Explain the requirements necessary to underwrite and selj aviation 
insurance. 

Discuss the origin of life insurance. 

Explain why life insurance is needed by our societv. 

Define the terms used in life insurance. 

Identify and explain the various types of life insurance. 
Explain the basic life insurance policy and its provisions. 
Identify and explain the payment procedures and options for life 
insurance. ^ 

Explain Florida's rules and regulations relative to life insurance. 
Define health insurance, 

?^fnv-f the importance Of the health insurance application form. 
Identify and e:^plain the difference between individual and group 
health insurance. ■i^v-v.i/ 

policj! ii"Portance of uniform provisions in a health insurance 
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09.86 Explain rating system of health insurance. 

09.87 Discuss the deductibles and co-insurance clauses in health 
insurance. 

09.88 Explain the marketing concepts for the health insurance market as it 
affects the various sige and economic levels of society. 

09.89 Discuss the importance of proper completion of an accident insurance 
application. 

09.90 Discusi> the reasons for deductibles and co-insurance clauses of 
acciden\*: insurance. 



10.0 DEMONSTRATE EMP.LOYABILITY SKILLS— The Student will be able to: 



10.01 Conduct a job search. 

10.02 Secure infoirmation about a job. 

10.03 Identify documents that may be required when applying for a job. 

10.04 Completfi a job application form correctly. 

10 •OS Demonstrate competence in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to criticism from 
employer r supervisor^ or other persons. 

10.07 IdentiiJy acceptable work habits. 

10.08 Demons'crate knowledge of how to make job changes appropriately. 

10.09 Demonstrate acceptable employee health habits. 



11.0 UNDERSTAND THE ROLE OF THE MANAGER— The student will be able to: 



11.01 List and discuss the various functions perfoirmed by an insurance 
agency. 

11.02 Explain the personnel management of an insurance agency. 

11.0 3 Discuss the different ways functions can be divided in an insurance 
agency. 

11.04 Discuss how functions are coordinated in an insurance agency. 



12.0 DEMONSTRATE AN DNDERSTANDING OF ENTREPRENEURSHIP — The student will be able 
to: 



12.01 Define entrepreneurship. 

12.02 Describe the importance of entrepreneurship to the American economy. 

12.03 List the advantages and disadvantages of business ownership. 

12.04 Identify the risks involved in ownership of a business. 

12.05 Identify the necessary personal characteristics of a successful 

entrepreneur. 

12.06 Identify the business skills needed to operate a small business 

efficiently and effectively. 
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PHOGPAM AREA: Marketing 



CUP.RJCaLUM FRAMEWORK 
FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE; July 1988 

COURSE TITLE: Marketing Cooperative Education - OJT 

CODE NUMBER: Secondary 8800410 Postsecondary MKA0949 

Florida CIP ME08>9999CP 



SECONDARY 

SCHOOL CREDITS Multiple 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



APPLICABLE T.FVEL(S): 



7-9 



9-12 



Postsecondary Vocational 



^Postsecondary Adult Vocational 
Other 10-12, 30> 31 



CERTIFICATION COVEPAGE: TEACH CDE 7 



DIST ED 7 




When 



I. MAJOR CONCEPTS /CONTENT ; The purpose of this courso is to provide the^ 

on-the-job training component when the cooperative method of instructs on is 
used to prepare students for employment in marketing occupations. 
On-the-job experiences are provided which will develop occupational 
competencies required for employment in the occupation chosen by the 
student as a career choice or provide experiences that further develop the 
competencies acquired by the student in an in-school job preparatory 
progiam. 

jl, LABORATORY ACTIVITIES : A work station is provided as required to support 
the on-the-job training activities of the student. 

III. SPECIAL MOTE : The Distributive Education Clubs of America is the ^ 
appropriate vocational student organization for providing leadership 
training experiences and for reinforcing specific vocational skills, 
provided, these activities are considered an integral part of this 
instructional course. 

For the on-the-job training component/ the following is required for each 
student: a training plan, signed by the student/ teacher and employer, 
which includes instructional objectives and a list of on-the-job and 
in-school learning experiences; a work station which reflects equipment, 
skills and tasks which are relevant to the occupation which the student has 
chosen as a career goal. The student must be paid for work performed. The 
teacher/coordinator must visit each job site a minimum of once during each 
grading period for the purpose of evaluating the student's progress in 
attaining; the competencies listed in the training plan. 

A student may enroll in the Marketing Cooperative Education-OJT course 
while, concurrently enrolled in a marketing education job preparatory 
program or after completing one semester of classroom instruction in a 30b 
preparatory marketing education program. 

The Cooperative - OJT course may be taken by a student for one or more 
semesters. A student may earn multiple credits in this course. The 
specific student performance standards which the student must master to 
earn credit must be specified in the OJT training plan. 

IV, INTENDED OUTCOMES: After successfully completing this course^ the stur^^nt 



will be able to; 

01. Perform designated job skills. 

02. Demonstrate work ethics. 




ERiC 



Jl20 



139 



STUDENT PERFOPMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: Marketing SECONDARY NUMBER: 8800 110 



PROGRAM TITLE: Marketing Cooperative POSTSECONDARY NUMBER: MKA0949 

Education - OJT 



01.0 PERFORM DESIGNATED JOB SKILLS — -The student will be able to: 

01.01 Perform tasks as outlined in the training plan. 

01.02 Demonstrate job performance skills. 

01.03 Demonstrate safety procedures on the job. 

01.04 Maintain appropriate records. 

01.05 Attain an acceptable level of productivity. 

01.06 Demonstrate appropriate dress and grooming habits. 

02.0 DEMONSTRATE WORK £THICS --The student will be able to: 

02.01 Follow directions. 

02.02 Demonstrate good human relations skills on the job. 

02.03 Demonstrate good work habits. 

02.04 Demonstrate acceptable business ethics. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGRAM TITLE: Marketing and Distribution ^ 

CODE NUMDER: Secondary 8827100 Postsecondary MKAOOOl 

Florida CIP ME08,9999SP 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS 2 COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL(S): 7-9 9-12 ^Postseconrtary Adult Vocational 

Postsecondary Vocational x Other 10-12, 20, 31 



CERTIFICATION COVERAGE: PXT AILING 7 DIST ED 7 TEACH CDE 7 



MAJOR CONCEPTS /CONTENT : The purpose of this program is to prepare students 
for oployment in a wide range of activities that direct the flow of goods 
and services, including their appropriate utilization, from the producer to 
the consumer or user. Through individualized instruction, students 
progress in the specific occupation chosen as their career goal. 

The content includes, but is not limited to, selling, buying, transporting, 
storing, advertising, displaying, financing, and aarket research. Emphasis 
is on the development of skills, knowledge, and attitudes delated to the 
creation and fulfillment of the demand for goods and servi ".er in a private 
enterprise oconoraic system. 

Listed below arc the courses that comprise this program when offered at the 
secondary level: 

8827110 Marketing and Distribution 1 
3827120 Marketing and Distribution 2 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Equipment and supplies should be provided to enhance hands-on 
experiences for students in the occupation chosen as a career goal. 

III. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an i^itegral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required fcr 
each student? a training plan, signed by the student, teacher ani 
employer, which Includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

If this program is offered for 450 hours or more, in accordance with 
Section 233.0695 F.S.^ the minimum basic skills gr^de level required for 
this postsecondary adult vocational program is: Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a grade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 300 
hours. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual educational plan (lEP) . Ac^ditional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in subsequent lEP's. The job title for which the 
student is being trained must be designated in the lEP. 
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Marketing and Distribution - Continued 



IV. INTENDED OUTCOMES : After successfully completing this program, the student 
will be able to: 

01. Demonstrate the human relations skills necessary for success in 
marketing occupations. 

02. Demonstrate communication skills. 

03. Utilize effective selling techniques and procedures. 

04. Apply sales promotion techniques and procedures to the marketing of 
products . 

05. Develop a merchandising plan. 

06. Perform merchandising math operations unique to marketing. 

07. Identify basic economic principles. 

08. Demonstrate basic economic principles. 

09. Describe the operations functions of marketing. 

10. Identify applications of product and service technology. 

11. Develop a plan for a tentative career in marketing. 

12. Demonstrate employability skills. 

13. Demonstrate an understanding of entrepreneurship. 

14. Operate computers util,i2ing software appropriate to marketing. 
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STUDENT PERFOUMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



PROGRAM AREA: " Marketing 

PROGR/^ TITLE: M arketing and Distribution 



SECONDARY NUMBER: 8827100 



POSTSECONDARY NUMBER: I :<A0001 



Ol'..0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Demonstrate those interpersonal skills, such as punctuality, 
initiative, courtesy, loyalty, and honesty, needed for successful 
entry and progress in marketing occupations. 

01.02 Exhibit the ability to get along with others in a job situation. 

02.0 DEMONSTRATE COMMUNICATION SKILLS—The student will be able to: 



02 



.01 Speak, effectively to customers, co-workers, supervisors, and 

vendors, using proper grammar and terminology, such as in a sales 



presentation or when demonstrating store procedures. 

02.02 Remonstrate telephone etiquette in a business situation. 

02.03 Demonstrate good listening skills. 

02.04 Write business letters clearly and concisely. 

02.05 Follow written and oral instructions in job situations. 

02.06 Conduct a meeting utilizing parliamentary procedure. 

02.07 Demonstrate effective oral communications skills. 



03.0 



UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES- 
able to: 



-The student will be 




03.01 
03.02 

03.03 



03.04 



03.05 



04.0 




Demonstrate the steps of a personal sale. 

Create an example of a nonpersonal sales technique such as use of 
buttons, T-shirts, or point-of-sale signs. 

Demonstrate an effective sales presentation, including steps of a 
sale; consumer buying motives; types of approaches, such a greeting, 
merchandise, and service; proper time to approach a customer to open 
a sale; and feature-benefit analysis. 

Handle different customer types, such as the casual looker, the 
decided customer, and the undecided customer. 

Demonstrnte the proper way to fold, wrap, and bag merchandise after 
a sale. 



APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to: 



04.01 
04.02 
04.03 

04.04 
04.05 



Prepare advertising layouts for newspapers, magazines, and fliers. 
Prepare a television and a radio commercial. 

Create displays such as window, ledge, island, and point-of-sale, 

using design principles such as color and balance. 

Draw and label the color wheel. . . 

Develop a public relations campaign Using recognized advertising 

techniques. 



05.0 DEVELOP A MERCHANDISING PLAN — The student will be able to: 

05.01 Develop a six-month merchandising plan for one or more products 

including market research, budcjeting pricing, planned sales, stock 
turn, and planned purchases. 

06.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO !4ARKETING — The student will 
be able to: 

06.01 Perform addition, subtraction, multiplication, and division. 

06.02 Calculate percentages, decimals, and fractions. 

06-03 Handle basic types of customer sales transactions, including cash, 

checks, charge, discount, layaway, C.O.D., and returns. 
0 6.04 Demonstrate opening and closing procedures for a cash register. 

06.05 Calculate turnover. 

06.06 Calculate stock-sales ratio. 

06.07 Calculate markup as a percentage of cost. 

06.08 Calculate markup as a percentage of retail. 

06.09 Calculate markdo\/ns on merchandise. 

06.10 Calculate open-to-buy. 

06.11 Complete a purchase order, invoice, and packing slip. 
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Marketing and Distribution - Continued 



06 .12 Calculate a discount date, due date, and amount of payment on an 

invoice. ^ • -i • • ^ i 

06.13 Calculate the amount of merchandise to be recorded utilizing model 

stocks . 

07.0 IDENTIFY BASIC ECONOMIC PRINCIPLES — The student will bo able to? 

07.01 State and compare the three major types of economic systems. 

07.02 Explain the purpose of marketing in the free enterprise system. 

07.03 Explain the concept "supply and demand," 

07.04 Describe the role of the consumer in the free enterprise system. 

07.05 Identify the major components of gross national product. 

07.06 Identify economic resources. 

07.07 Identify the advantages and disadvantages of the legal forms of 
business ownership. 

07.08 Explain the functions of marketing. 

07.09 Describe the channels of distribution. ^ 

07.10 Explain the four types of product utility. 

07.11 Explain the elements in the marketing mix (price, product, 
promotion, and place) . 

07.12 Differentiate among the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods). 

07.13 Identify current trends that have developed in retailing. 

08.0 DEMONSTRATE BASIC ECONOMIC PRINCIPLES- -The student will be 
able to: 

08.01 Develop a marketing mix for a product. 

08.02 Develop a plan for opening a business. 

09.0 DESCRIBE THE OPERATIONS FUNCTIOMS OF MARKETinc — The student will be able 
tor 

09.01 Identify security procedures for simulated situations. 
09! 02 Identify various types of credit policies and procedures. 
09^03 Explain the importance of receiving, checking, and marking 
operations. . 

09.04 Describe ways to protect the body from injury on a 30b. 

09.05 Identify safety hazards in job situations. 

10.0 IDEHTIFY APPLICATIONS OF PRODUCT AND SERl^ICE TECHNOLOGY— -The student will 
be able to: 

10.01 Explain the importance of product and service technology as it 
relates to customer satisfaction. 

10.02 Identify sources of product knowledge such as labels in garments and 
charts about cuts of meat. 

11,0 DEVELOP A PLAN FOR A TENTATIVE CAREER IN MARKETING— -The student will be 
able to: 

11.01 Identify' marketing occupations. 

11.02 List the various jobs within a selected marketing occupation. 
11-03 Diagram a career ladder for the selected marketing occupat'on. 

11.04 Write a job description for each identified job. 

11.05 Identify the educational requirements and work experience needed for 
the selected marketing occupation. 

12.0 DEMONSTRATE EMPLOYABILITY SKILLS— The student will be able to: 

12.01 Conduct a job search. 

12.02 Secure information about a job. 

12.03 Identify documents that may be required when applying for a ^ob. 

12.04 Complete a job application. 

12.05 Demonstrate competence in job interview techniques. 

12.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

12.07 Identify acceptable work habits. 

12.08 Demonstrate knowledge of how to make job changes appropriately. 

12.09 Demonstrate acceptable employee health habits. 
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Marketing and Distribution - Continued 



13.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEUFSHIP — The student wiM be able 
to: 

Define entrepreneurship. 

Describe the importance of entrepreneurship to the American economy. 
List the advantages and disadvantages of business ownership. 
Identify the risks involved in ownership of a business. 
Identify the necessary personal characteristics of a successfu3 
entrepreneur. 

Identify the business skills needed to operate a small business 
efficiently and effectively. 

14.0 OPERATE COMPUTERS UTILIZING SOFTWARE APPROPRIATE TO MARKETING — The student 
will be able to: 

14.01 Demonstrate data entry procedures. 

14.02 Demonstrate merchandising math data entry procedures such as-stock 
turnover, mark-up, mark-down, open-to buy, pricing invoice, etc. 

14.03 Demonstrate marketi^nu spreadsheet data entry and output procedures. 

14.04 Demonstrate marketing spreadsheet data decision making skills. 




13.01 
13.02 
13.03 
13.04 
13.05 

13.06 
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fii-rUDENT PEPFOPHANCE STANDARDS 
PROGRAM AREA: Marketing 

PROGRAM TITLE: Marketing and Distribution 
COURSE TITLE: Marketing and Distribution 1 



EFFECTIVE DATE: July, 1988 

COURSE CREDIT: 1^ 

PROGRAM NUMBER: 8827100 
)RSE NUMBER: 8827110 



COURSE DESCRIPTION: 

The purpose of this course is to provide students with inicial exposure to the 
knowledges, skills- and attitudes for employment in a wide variety of marketing 
occupations . 



01.0 



03.0 




DEMONSTRATE THE HUIdAll RFJ^ATIONS SKILLS NECESSAPY FOP SUCCESS IN MARKETING 
OCCUPATIONS— -Tho student wilX be able to: 



01.01 



01.02 



Demonstrate those interpersonal skills, such as punctuality, 
initiative, courtesy, loyalty, and honesty, needed for succersful 
entry and progress in marketing occupations. 
Exhibit the ability to get along with others. 



02.0 DEMONSTRATE COMMUNICATION SKILLS — The student will be able to: 



02.01 



02.02 
02.03 
02.04 
02.05 
02.06 
02.07 



Speak effectively to customers, co-workers, supervisors, and 

vendors, using proper grammar and terminology, such as in a sales 

presentation or when demonstrating store procedures. 

Demonstrate telephone ptiquette in a businosp situation. 

Dcronstrate good listening skills. 

Write business letters clearly and concisely. 

Follow written aid oral instructions in job situations. 

Conduct a meeting utilizing parliamentary procedure. 

Demonstrate effective oral communications. 



UTILIZE EFFECTIVE SELLING TECHNIQUES M:V PPOCEDURES — The student will be 
able to: 

03.01 Demonstrate the steps cf a personal sale. 

03.02 Create an example of a nonporsonal sales technique such as use of 
buttons, T-shirts, or point-of-sale signs. 

03.03 Demonstrate an effective sales presentation , including steps of a 
F?le; consumer buying motives; types of approaches^ such as 
greeting, merchandise, and service; proper time to approach a 
customer to open a sale; and feature-benefit analysis. 

03.04 Handle different custcm.er types, such as the casual looker, the 
decided customer, and the undecided custom.er. 

03.05 Dem.onstrato the proper way to fold, wrap, and bag merchandise 
after a sale. 



-04.0 APPLY SALES PROMOTION TECHNIQUES AND PFOCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to: 



04.01 Prepare advertising layouts for newspapers, magazines, and fliers. 

04.02 Prepare a television and a radio commercial. 

04.03 Create displays such as window, ledge, island, and point-of-sale, 
using design principles such es color and balance. 

04.04 Draw and label the color wheel. 

04.05 Develop a public lelations campaign using recogni;jed advertising 
techniques. 



06.0 PER FOPJ^ MERCHANDISING MATH OPERATIOHS UNIQUE TO MARKETING — The student 
will be ?.hle to: 



06.01 Perform addition, subtraction, multiplication, and division. 

06 .02 Calculate percentages, decimals , and fractions . 

06.03 randle Kisic types of customer sales transacfcionF, including cash, 
checks, charge, discount, layaway, C.O.D., and returns. 

06.04 Demonstrate opening and closing procedures for a cash register. 

07.0 DEMOHSTRATE BJsSlC EC0N0M7C PRINCIPLES— The student vjill be able to: 



07.01 
07.02 
07.03 
07.04 
07.05 
07.06 
07.07 



State and compare- the three major types of economic systems. 
Explain the purpose of marketing in the free enterprise system. 
Explain the concept "supply and demand." 

Describe the role of the consumer in the free enterprise system. 
Identify the major components of gross national product. 
Identify economic resources. 

S^,S^2li^flI*'^5^^ disadvantages of the legal forms of 
bus?.pess ownership. ^ 
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Marketing and Distribution 1 - Continued 



07.08 Explain the functions of marketing. 

07.09 Describe the channels of distribution. 

07.10 Explain the four types of product utility. 

07.11 Explain the elements in the marketing mix (price, product, 
promotion, and place). 

07.12 Differentiate among the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods). 

07.13 Identify current trends that have developed in reta:.ling. 



13,0 DEVELOP A PLAN FOR A TENTATIVE CAREER IN MARKETING — The student will be 
able to: 

11.01 Identify marketing occupations. 

11.02 List the various jobs within a selected marketing occupation. 
ll'.03 Diagram a career ladder for the selected marketing occupation. 

12.0 DEMONSTRATE EMPLOYABILITY SKILLS— The student will be able to: 

12.01 Conduct a job search. 

12.02 Secure information about a job. 

12.03 Identify documents that may be required when applying for a 30b. 

12.04 Complete a job application. 

12 05 Demonstrate competence in job interview techniques. 

12! 06 Identify or demonstrate appropriate responses to criticism from 

employer, supervisor, or other persons. 

12.07 Identify acceptable work habits. 

12.00 Demonstrate knowledge of how to make job changes appropriately. 

12!o9 Demonstrate acceptable employee health habits. 



STUDEKT PERFORMANCE STANDARDS EFFECTIVE DATE: otlly, 1988 
PROGRAM AREA: Marketing COURSE CREDIT: 1 



PROGRAM TITUS: Marketing and Distribution PROGRAM NUMBER: g827100 



COURSE TITLE: Mark(^tinq and Distribution 2 COURSE NUMBER: 8827120 



COURSE DESCRIPTION: 

This course is designed to provide students with an in-depth study of 
marketing in a free enterprise society and provide the knowledge, skills, and 
attitudes required for employment in a wide variety of marketing occupations. 

05.0 DEVELOP A MERCHANDISING PLAN — The student will be able to: 

05.01 Develop a six-month merchandising plan for one or more products 
including market research, budgeting, pricing, planned sales, 
stock turn, and planned purchases. 

06.0 PERFORM MEPCHi^>;DISING MATH OPERATIONS UMIQUE TO MARKETING— The student 
will be able to: 

06.05 Calculate turnover. 

06.06 Calculate stock-sales ratio. 

06.07 Calculate markup as a percentage of cost. 

06.08 Calculate markup as a percentage of retail. _ ^ 

06.09 Calculate markdowns on merchandise. 

06.10 Calculate open-to-buy. 

06.11 Complete a purchase order, invoice, and packing slip. 

06.12 Calculate discount date, due date, and amount of payment on an 
invoice. 

06.13 Calculate the amount of merchandise to be recorded utilizing 
model stocks. 

08.0 DEMONSTRATE Bi^-SIC ECONOMIC PRINCIPLES — The student will be able to: 

08.01 Develop a marketing mix for a product. 

08.02 Develop a plan for opening a business. 
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Marketing and Distribution ?. Continued 



09.0 DESCRIBE THF OPERATIONS FUNCTIONS OF MAPKETING —The student will be able 
to: 

09.01 Identify security procedures for simulated situations. 

Identify various types of credit policies and procedures. 

09.03 Explain the importance of receiving^ checking^ and marking 
operations. 

09.04 Describe ways to protect the body from injury on a job. 

09.05 Identify safety hazards in job situations. 

10.0 IDENTIFY APPLICATIONS OF PRODUCT AND SERVICE TECHNOLOGY - -The student 
will be able to: 

10.01 Explain the importance of product and service technology as it 
relates to cus.tomer satisfaction. 

10.02 Identify sources of product knowledge such as labels in garments 
and charts about cuts of meat. 

11.0 D EVELOP A PLAN FOR A TENTATIVE CAREER IN MARKETING - -The student will be 
able to: 

11.04 Write a job description for each identified job. 

11.05 Identify the educational requirements and work experience needed 
for the selected marketing occupation. 

13.0 DEMONS'^PA TE AN UNDERCTANHING OF ENTREPRENEURSHIP — The student will be 
able to: " 

13.01 Define entrepreneurship. 

3 3.02 Describe the importance of entrepreneurship to the American 
economy. 

13.03 List the advantages and disadvantages of business ownership. 

33.04 Identify the risks involved in ownership of a business. 

13.05 Identify the necessary personal characteristicn of a successful 

entrepreneur. 

13.06 Identify the business skills needed to operate a rmall business 

efficiently and effectively. 

14.0 OPERATE COMPUTERS UTILIZING SOFTWARE APrRCPRIATE TO MARKETING— The 
student will be able tot^ 

14.01 Demonstrate data entry proceduro?v. 

14.02 remonstrate merchandising math data entry procedures such as-stock 
turnover r mark-up, mark-down, op en- to buy, pricing invoice, etc. 

14.03 Demonstrate marketing spreadsheet data entry and output procedures. 

14.04 Demonstrate marketing spreadsheet data decision making skills. 
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CUHRICULUM FRAMEWORK PROGRAM AREA: Marketing 



FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: JulV> 1988 
COURSE TITLE: Marketing Education Directed Study 



CODE NUMBER: Secondary 8800100 Postsecondary 

Florida CIP ME08. 999901 

SECONDARY POSTSECONDARY ADULT 

SCHOOL CPJIDITS H COLLEGE CREDITS VOCATIONAL CREDITS _ 



APPLICABLE LEVFL(S): 7-9 9-12 Postsecondary Adult Vocational 

Postseconda;;y Vocational X Other 11-12, 30-31 

CERTIFICATION COVERAGE: ANY VOCATIONAL COVERAGE SPECIFIC TO THE PROGRAM OF 

STUDY . 



I. MAJOR CONCEPTS/CONTENT : The purpose of this course is to provide students 
with additional competencies in a marketing education program that will 
enhance their opportunities for employment in the occupation chosen by the 
student. 

The content is prescribed by the instructor based upon the individual 
student's assessed needs for the directed study. 

JI. LABORATORY ACTIVITIES : A work station is provided as required to support 
the training activities of the student. 

jll S PECIAL NOTE : The Distributive Education Clubs of America is an 

appropriate vocational student organization for providing leadership 
training experiences and reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this 
instruv^iional course. 

This course may be taken only by a student who has completed or is 
currently completing all of the courses prescribed in the Course Code 
Directory for a specific secondary marketing job preparatory program and 
needs additional study in this program. A student may earn multiple 
credits in this course. . 

Listed below are criteria for selection of students for continuance in a 
specific marketing education program: 

1. Student consistently makes D*s on written and performance tests 
covering technical information and performance which is given to all 
students in the program. 

2. Studtnt's rate of absence continually reflects the maximum allowed by 
local school board policy. 

3. Student regularly does not meet deadlines for work assigned or does not 
exhibit a willingness to be punctual. 

The specific student performance standards which the student must master to 
earn credit must be outlined in an individualized course of study. 

Students enrolled in this course must be reported using the Marketing 
Course Code Directory program number that most closely relates to the 
marketing instruction that the student has received. 

IV. INTENDED OUTCOMES ; After successfully completing this course, the student 
wiii able to: 

01. Perform the specified student performance standards identified through 
the instructors assessment process for determining individual student 
noodn. 

02. Demonstrate a knowledge of the basic skills in mathematics and 
language appropriate for the chosen occupation. 
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STUDENT PEIU='ORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 



•PROGRAM AREA: Marketing * 

fcOURSE TI1LE: Marketing Education 
Directed Study 



SECONDARY NUMBER: 8800 100 
POSTSECOMDARY NUMBER: 



01.0 PE RFORM THE SPECIFIED STUDENT PERFORMANCE STANDARDS IDENTIFIE D THROUGH THE 
II^STRUCTOPS ASSESSMENT PROCESS FOP DETERMINING INDIVIDUAL STUDENT NEEDS -- 
The student will be able to: 

01.01 Follow prescribed procedures. 

01.02 Display increasingly higher levels of productivity. 

01.03 Demonstrate the additional competencies and skills in the specified 
marketing program. 

02 . 0 DEMONSTRATE A KNOWLEDGE OF THE BASIC SKILLS IN MATHEMATICS AND LANGUAGE 
APPROPRIATE FOR THE CHOSEN OCCUPATION — -The student will be able to: 

02.01 Use addition, subtraction, multiplication, and division to solve 
problems encountered in the chosen occupation. 

02.02 Read, understand, and find information relative to the chosen 
occupation. 

02.03 Write logical and grammatically correct statements with correct 
spelling appropriate for the chosen occupation. 
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CURRICULUM FRAMEWORK 

FLORIDA DEPARTMENT OF EDUCATION 

PROGRAM TITIiE; Marketing Management 

CODE NUMBER: Secondary 

Florida CIP ME06>140100 



PROGRAM AREA: Marketing 
EFFECTIVE DATE: July, 1988 



Postsecondary 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



7-9 



9-12 



APPLICABLE LEVEL (S) : 

X Postsecondary -Vocational 



_Postsecondary Adult Vocational 
Other 



CERTIFICATION COVERAGE: 




I. MAJOR CONCEPTS /CONTENT : The purpojse of this program is to prepare students 
for employment in organizations and businesses for or not for profit as 
buyers, retail and wholesale (10240804), sales managers, wholesale and 
retail (20020800), managers of auto parts departments (20061614), all other 
managers (20061699), or to provide supplemental training for persons 
previously or currently employed in these activities. 

The content includes management of sales, merchandise, transportation, 
storage, promotion, operations, finance, personnel, market research, and 
components of marketing strategy. 

Instruction is structured to meet the requirements for gainful employment 
and entrepreneurship at management levels. This program may be offered as 
a generalized marketing and distribution management program or may be 
offered to provide management training in marketing occupations in 
industry areas such as; 

Fashion Marketing (Apparel, Accessories, Home Furnishings) 
Business and Personal Services' Marketing 
Finance and Credit Services Marketing 

Floristry, Farm and Garden Supplies and Services Marketing 

Food Marketing 

Import/Export Marketing 

Industrial and Institutional Marketing 

Hardware, Building Materials, Equipment, and Office Products Marketing 
Hospitality Marketing (Hotel/Motel, Recreation and Tourism, Restaurant) 
Insurance Marketing 

Transportation and Warehousing Services Marketing 

Vehicle and Petroleum Marketing (Auto Sales, Service, Rental, Leasing, 

Parts) 
Real Estate 

Marketing Services (Advertising, Promotion, Public Relations, Research) 
General Merchandise Marketing (Department Store, Variety Store, Discount 
Store) 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Equipment and supplies appropriate to the marketing and 
management areas should be provided. 

III. SPECIAL NOTE : The Delta Epsilon Chi Division of the Distributive Education 
Ciubs ot America is the appropriate vocational student organization for 
providing leadership training experiences and for reinforcing specific 
vocational skills. When provided, these activities are considered an 
integral part of this instructional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by tho student, teacher and 
employer, which includes- instructinal objec'iives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
perforrfied. 

The typical length of this program for the average achieving student is an 
associate degree. 
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Marketing Management - Continued 

IV. INTENDED OUTCOMES : After successfully completing the program, the stuCent 
will be able to: 



01 



06 
07 



Demonstrate the human relations skills necessary for success in 
marketing occupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Utilize effective selling techniques and procedures. 

04. Plan sales promotion techniques and procedures to the marketing 
of products and services. 

05. Demonstrate knowledge of merchandising activities. 
Perform merchandising math operations unique to products and 
services marketing. 

Demonstrate a knowledge of basic economic principles. 
08 r Understand the importance of marketing operations. 

09. Demonstrate knowleuge and application of product and service 
technology. 

10. Demonstrate employability skills. 

11. Understand the role of the manager and the entrepreneur. 

12. Develop a business plan. 

13. Obtain technical assistance. 

14. Plan the marketing strategy. 

15. Locate the business. 

16. Finance the business. 

17. Deal with legal issues. 

18. Comply with governmental regulations. 

19. Manage the business. 

20. Manage human resources. 

21. Promote the business. 
22 • Manage sales. 

23. Keep business records. 

24» Understand the importance of management information systems. 
25 • Manage finances • 

26 • Manage customer credit and collections. 
27. Protect the business. 

28 • Operate computers utilizing software appropriate to marketing. 
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STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 
PROGRAM AREA: Marketirtq SECONDARY NUMBER: 



PROGRAM TITLE: Marketing Management POSTSECONDARV NUMBER: ME06. 140100 

01.0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCFSS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 iKxhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality inventory for personal improvement. 

01.04 Exhibit the ability to get along with others. 

01.05 Discuss the importance of human relations. 

01.06 Develop and demonstrate the unique human relations skills needed 
for successful entry and progress in the marketing occupation 
selected by the student as a career objective. 



02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be 
able to: 



02.01 Describe the importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

02.03 Explain the importance of good listening skills. 

02.04 Discuss the role communication plays in marketing. 

02.05 Demonstrate the components of the communication process. 

02.06 Demonstrate effective written communications skills. 

02.07 Demonstrate effective oral communications skills. 

02.08 Conduct a meeting utilizing parliamentary procedure. 



03.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES — The student will be 
able to: ~ 

03.01 Explain the difference. between personal and nonpersonal selling. 

03.02 Demonstrate the steps of a sale. 

03.03 Recognize consumer buying motives. 

03.04 Identify the types of consumer behavior. 

03.05 Identify various types of customer approaches such as greeting, 
merchandise, and service. 

03.06 Determine the proper time to approach a customer to open a sale. 

03.07 Identify techniques for handling different customer types: the 
casual looker, the decided, and undecided customer. 

03.08 Develop a written feature-benefit analysis sheet for a product. 

03.09 Develop an effective sales presentation. 

03.10 Observe, evaluate, and critique a sales demonstration. 



04.0 PLAN SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to: 



04.01 List the purposes of advertising, display, and public relations. 

04.02 Explain the importance of sales promotion. 

04.03 Identify various forms of advertising media. 

04.04 Demonstrate an understanding of design principles and elr»ments. 

04.05 Identify the parts of an advertisement. 

04.06 Develop and explain promotional mix. 

04.07 Identify the most appropriate display for given types of 
merchandise. 

04.08 Prepare an ad layout. 

04.09 Evaluate the effectiveness of an ad. 

04.10 Apply design principles when analyr.ing and/or creating a display. 

04.11 Draw and label the color wheel. 

04.12 Prepare a promccional plan. 

05.0 DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIE S-- The student will be 
able to: " ' 



05.01 Explain the role of buying/purchasing in merchandising. 

05.02 Describe the importance of inventory control. 
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Marketing Management - Continued 



06.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO MARKETING— The Student will 
be able to: 

06.01 Perform addition, subtraction, multiplication, and division. 

06.02 Complete problems using percentages, decimals, and fractions. 

06.03 Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash, charge, discount, layaway, 
C.O.D., and returns. 

06.04 Demonstrate opening and closing procedure for a cash register. 

06.05 Calculate turnover. 

06.06 Calculate stock-sales ratio. 

06.07 Demonstrate a knowledge of pricing policies. 

06.08 Calculate markup as a percentage of cost. 

06.09 Calculate markup as a percentage of retail. 

06.10 Calculate markdowns on merchandise. 

06.11 Calculate open-to-buy. 

06.12 Complete and invoice, purchase order, and packing slip. 

06.13 Calculate discount date, due date, and amount of payment on an. 
invoice. 

06.14 Calculi**e the amount of merchandise to be recorded utilizing model 
stocks. . . 

06.15 Calculate minimum stock, maximum stock, and reorder quantities on 
strong sellers. 

07.0 DEMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES — The student will be 
able to: 

07.01 Explain the role of marketing in the free enterprise system. 

07.02 List and compare the three major types of economic systems. 

07.03 Describe the channels of distribution. 

07.04 Identify and discuss economic resources. 

07.05 Discuss the role of. the consumer in the free enterprise system. 

07.06 Define the concept "supply and demand.** 

07.07 Identify and define the functions of marketing. 

07.08 Identify and define the lour types of product utility. 

07.09 Identify and explain the elements in the marketing mix (price, 
product, promotion, and place) . 

07.10 Differentiate between the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods) . 

07.11 Name current trends that have developed in retailing. 

07.12 List the major components of GNP. 

08.0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will be 
able to: 

08.01 Understand the importance of safety from a managerial perspective. 

08.02 Explain the importance of receiving-checking-marking operations. 

08.03 Describe the importance of security. 

08.04 Demonstrate an understanding of credit policies and procedures. 

08.05 Demonstrate an understanding of housekeeping responsibilities and 
maintenance procedures. 

08.06 Demonstrate an understanding of receiving procedures and practices. 

08.07 Demonstrate an understanding of the movement o£ goods to and from 
the store. 

09.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able tO! 

09.01 Understand the importance of product and service technology. 

09.02 Utilize available sources to obtain product knowledge. 

09.0 3 Demonstrate product and service technology knowledge and applica- 

tion received for entry into the area of marketing that has been 
identified as the career objective of the student. 

10.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

10.01 Conduct a job search. 

10.02 Secure information about a job. 

10.03 Identify documents that may be required when applying for a job. 
10.0 4 Complete a job application form correctly. 

10.05 Demonstrate competence in job interview techniques. 
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Marketing Management - Continued 



10.06 Identify or demonstrate appropriate responses to criticism irom 
employer, supervisor, or other persons, 

10.07 Identify acceptable work habits, 

10.08 Demonstrate knowledge of how to make job changes appropriate'' 
3 0,09 De onstrato accoptablo employee health habits, 

11.0 UNDERSTAND THE RCLE OF THE MTNAC r R AND THK ENTREPRENEUR — The student will 
be able to: 

11.01 Consider the personal qualifications and abilities needed to manage 
your own business, 

11.02 Evaluate your own p tential for decision making, problem solving, 
and creativity, 

11 ^ Determine your potential for management, planning, operations, 
personnel, and public relations, 

12,0 DEVELOP A BUSINESS PLAN "The student will be ablCi to: 

12.01 Understand th.e importance of a business plan in guidirg management 
decisions, 

12.02 Recognize how a business plan should be organized, 

12.03 Identify and use the mechanics for developing a business plan, 

13,0 OBTAIN TECHNICAL ASSISTANCE — The Student will be able to: 

13,01 Understand the need for obtaining outside technical consultant 
assistance , 

14,0 PLAN THE MARKETING STRATEGY — The student will be able to: 

14.01 Use goods classifications and life cycle analyses as planning tools 
for marketing, 

14.02 Develop and modify marketing mixes for a business, 

14,0 3 Use decision-making tools that aid in evaluating marketing 
activities, 

14.04 Evaluate operations to improve decision making about marketing. 

14.0 5 Identify target markets, 

15,0 LOCATE THE BUSINESS — The student will be able to: 

15.01 Analyze customer transportation, access, parking, ord so forth, 
relative to alternative site locations, 

15.02 Complete a location feasibility study for your business, 

3 5,03 Identify the importance of competition in a feasibility study, 

16,0 FINANCE THE BUSINESS — The student will be able to: 

16.01 Describe the sources of information available to help in estimating 
the financing necessary to start a new business, 

16.02 Determine the financing necessary to start a business, 

16.03 Prepare a projected profit and loss statement and a projected cash 
flow statement for a business, 

16.04 Prepare a loan application package, 

16.05 Identify alternative sources of finances, 

17,0 DEAL WITH LEGAL ISSUES — The student will be able to: 

17.01 Identify your need for legal assistance, 

17.02 Idont'ify th** provisions that you dofiirc or do not doy.iro in a loaso, 

17.03 Identify the roquirrmonts of a sales contract (such as credit sales 
or long-term sales) , 

17.04 Identify the components of a contract. 

17.05 Determine your needs for protection of ideas and inventions, 
18,^ COMPLY WITH GOVERNMENT REGULATIONS — The student will be able to: 

18.01 Appraise the effects of various regulations on business operations, 

18.02 Acquire the information necessary to comply with t.ie various rules 
and roqulntions affrctinq the business, 

10.03 DovpJop policii;^ Icir the busiiuT.r to comply with govornmont rules 
and regulations. 



Marketing Management - Continued 



19*0 MANAGE THE BUSINESS --The student will be able to: 

19.01 Plan goals and objectives for a business. 

19.02 Develop an organizational structure for a business. 

19.03 Establish control practices and procedures for a business. 

20.0 MANAGE HUMAN RESOURCES~The student will be able to: 



20.01 Write a job description for a position in a business. 

20.0 2 Develop a training program outline for employees. 

20.03 Develop a list of personnel policies for employees in a business. 

20.04 Develop an outline for an employee evaluation system. 

20.05 Plan a corrective interview' with an employee concerning a selected 
problem. 

20.06 Develop a recruitme.j^-Zselection and retention program for employees. 



21.0 PROMOTE THE BUSINESS — The student will be able to: 

21.01 Create a promotional plan. 

21.02 Describe the techniques used to prepare advertising and promotion. 

21.03 Analyze competitive promotional activities. 

21.04 Evaluate promotional effectiveness. 

22.0 MANAGE SALES — The student will be able to: 



22.01 Dev«£lop a ^ales plan for your business. 

22.02 Develop policies and procedures for serving customers. 

22.03 Develop a plan for the motivating and evaluation of salespeople. 

23.0 KEEP BUSINESS RECORDS—The student will be able to: 



23.01 Determine who will keep the books for your business and how they 

will be maintained. 
23.0 2 Describe double-entry bookkeeping. 

23.03 Identify the types of journals and ledgers that will be used in a 
business . 

23.04 Identify the types of records that you will use in the business to 
record sales, cash receipts, cash disbursements, accounts 
receivable, accounts pa* '^le, payroll, petty cash, inventory, 
budgets, and other items. 

23.05 Evaluate your business records. 




24.0 UNDERSTAND THE IMPORTANCE OF MANAGEMENT INFORMATI O N SYSTEMS— The student 
wi 11 be able to: 



24.01 Identify relevant management information based on the business' 
existing records. 

24.02 Identify the appropriateness of information at various management 
decision making levels. 

24.03 Identify appropriate applications of when a microcomputer may be 
applied (or identify microcomputer applications for management 
decision making) . 

25.0 MANAGE FINANCES-- The student will be able to: 



25.01 Explain the importance of cash flow management. 

25.02 Identify financial control procedures. 

25.03 Identify cash flow patterns. 

25.04 Analyze trouble spots in financial management. 

25.05 Describe how to prepare an owner's equity financial statement. 

25.06 Describe how to compute various financial ratios. 

25.07 Analyze financial management ratios applicable to a small business. 

25.08 Identify the components of a break-even analysis. 

25.09 Compute and analyze break-even point problems. 

25.10 Review microcomputer applications for financial management. 

26.0 MANAGE CUSTOMER CREDIT AND COLLECTIONS — The student will be able to: 

26.01 Understand the legal rights and recourse of credit grantors. 

26.02 Understand basic customer credit and collection procedures. 

26.03 Identify informational resources and systems that apply to credit 
and collection procedures. 
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.27,0 PROTECT THE BUSINESS— The student will be able to: 



27.01 Preparfs policies for a business that will help in minimizing losses 
due to theft. 

27.02 Deteirmine the kinds, amount/ and cost of insurance needed by the 
firm. 

28.0 OPERATE COMTUTERS UTILIZING SOFTWARE APPROPRIATE TO MARKETING — The student 
will be able to: 

28.01 Demonstrate data entry procedures. 

28.02 Demonstrate merchandising math data entry procedures such as-stock 
turnover/ mark-up, mark-down, open-to buy, pricing invoice, etc. 

28.03 Demonstrate ptarketing spreadsheet data entry and output procedures. 

28.04 Demonstrate marketing spreadsheet data decision making skills. 
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CURRIcnLUM FPAMEWORK 

FLORIDA DEPAPTMENT OF EDUCATION 

PROGRAM TITLE: Parts Marketing 



PROGRAM APFA: Marketing 
EFFECTIVE DATE; July, 1988 



CODE NUMBER: Secondary 8809000 Postsecondary HKA0600 

Florida CIP ME08>120301 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS 3 COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 ^Postsecondary Adult Vocational 

Postsecondary Vocational X Other 10-12 » 30 » 31 



CERTIFICATION COVERAGE: RETAILING 7 DIST ED 7 TEACH CDE 7 



I. MAJOR CONCEPTS /CONTENT ; The purpose of this program is to prepare students 
for employment as parts clerks, automotive repair (222.367-042), or to 
provide supplemental training for persons previously or currently employed 
in these occupations. 

The content includes, but is not limited to, selling, buying, transporting, 
storing, advertising, displaying, and financing goods and services in the 
parts and accessories industry. 

Listed below are the courses that comprise this program when offered at the 
secondary level: 

8809010 Parts Marketing 1 
8809020 Parts Marketing 2 
8809030 Parts Marketing 3 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. The facility, equipment and supplies should provide the 
opportunity for students to display, inventory, catalog and sell automotive 
parts and supplies. 

III. SPECIAI* NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocational skills. When 
provided, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of . instruction is appropriate for this program. 
X'lhenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
ntudent has chosen as a career goal. The student must be paid for work 
jjerformed. 

In accordance with Section 233.0695 F.S., the minimum basic skills grade 
level required for this postsecondary adult vocational program is: 
Mathematics 6.0, Language 7.0. This grade level number corresponds to a 
grade equivalent score obtained on a state designated basic skills 
examination. 

The typical length of this program for the average achieving student is 900 
hours. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual educational plan (lEP) . Additional credits may be 
earned when outcomes and standards are mastered in accordance with the 
requirements indicated in sxibsequent lEP's. The job title for which the 
student is being trained must be designated in the lEP, 
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IV. INTENDED OUTCOMES : After successfully completing this program/ the student 
will be able to: 

01. Operate office equipment. 

02. Demonstrate appropriate human relations skills. 

03. Demonstrate the ability to communicate skillfully. 

04. Operate shop equipment. 

05. Demonstrate knowledge and application of product and service 
technology. 

06. Utilize effective selHng techniques and procedures. 

07. Receive and- stock nerchandise. 

08. Control inventory. 

09. Distribute merchandise. 

10. Perform housekeeping and security duties. 

11. Demonstrate employability skills. 

12. Demonstrate an understanding of entrepreneurship. 

13. Understands the role of the manager. 






STUDENT PERFORMANCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE: P arts Marketing 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: 8809000 



POSTSECONDARY NUMBER: MKA0600 



01.0 OPERATE OFFICE EQUIPMENT— The student will be able to: 

01.01 Operate communications equipment. 

01.02 Operate Micro-fiche equipment. 

01.03 Operate addressograph equipment. 

01.04 Operate credit card printers. 

01.05 Operate copy equipment. 

01.06 Operate time clock. 

01.07 Operate cash register. 

01.08 Operate computer terminal. 

01.09 Operate calculators. 



02.0 DEMONSTRATE APPROPRIATE HUMAN RELATIONS SKILLS -- The student will be able 
to: 

02.01 Ask questions of customers and employers. 

02.02 Demonstrate tact - customers, co-workers, suppliers. 

02.03 Manage time effectively. 

02.04 Recognize value of position to company in terns of compensation. 

02.05 Earn respect of customer. 

02.06 Set goals and objectives. 

02.07 Demonstrate initiative. 

0P.08 Recognize personal limitations. 

02.09 Show concern for customer needs. 

02.10 Display courtesy. 

02.11 Maintain confidentiality. 

02.12 Demonstrate pride and loyalty to company. 

02.13 Accept authority and responsibility. 

02.14 Apply basic writing skills. 

02.15 Apply basic reading skills. 

02.16 Apply basic math skills. 

02.17 Develop good personal hygiene and grooming habits. 

02.18 Follow company policy and procedures. 



03.0 DEMONSTRATE THE ABILITY TO COKHUNICATF SKILLFULLY — The student will be 
able to: 

)i 

03.01 Write technical reports. 

03.02 Tr.ke and relay messages. 

0;«.03 Ro^ocjnize organizational structure. 

03.04 Communicate within the organizational structure. 

03.05 Use correct verbal communication. 

03.06 Demonstrate honesty to customer and compa'ny. 

03.07 Apply telephone techniques. 

03.08 Handle complaints. 

03.09 Interpret non-verbal communication. 

04.0 OPERATE SHOP EQUIPMENT— The student will be able to: 



04.01 Operate wheel dolly. 

04.02 Operate chain hoist. 

04.03 Operate hose cramping machine. 

04.04 Operate bearing press. 

04.05 Operate brake drum lathe. 

04.06 Use and read shop measuring devices. 

04.07 Operate battery tester. 

04.08 Operate starter and generator testers. 

04.09 Mix paint. 

05.0 DEMONSTRATE PRODUCT AND SERVICE TECHNOLOGY KNOWLEDGE AND APPLICATION — The 
student wiil be able to: 




05.01 Identify bv^asonal products. 

05.02 Identify use of chemicals and accessories. 

05.03 Identify parts according to various system of vehicles. 

05.04 Identify function of parts. 

05.05 Technically identify parts. 

05.06 Apply technical terminology. 

05.07 Participate in manufacturers clinics. 
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06.0 USE EFFECTIVE SELLING TECHNIQUES AND PPOCEDURES— The student will be able 
to: 

06.01 Handle cash transactions. 

06.02 Maintain and update price sheets. 

06.03 Maintoin and update foreign automotive parts and accessories 
catalogs . 

06.04 Read and interpret paint and body catalogs. 

06.05 Read and interpret drive-train catalogs. 

06.06 Read and interpret fuel system catalogs. 

06.07 Read and interpret internal engine parts catalogs. 

06.08 Read and interpret ignition system catalogs. 

06.09 Read and interpret electrical system catalogs. 

06.10 Read and interpret cooling system catalogs. 

06.11 'Read and interpret chassis catalogs. 

06.12 Read and interpret exhaust system catalogs. 

06.13 Read and interpret brake system catalogs. 

06.14 Use alphabetical index systems. 

06.15 Use Weathorly index system. 

06.16 Maintain catalog racks. 

06.17 Sell related items. 
06^18 . Verify credit. 

06.19 Set up and maintain displays. 

06.20 Write warranty tags. 

06.21 Accept checks. 

06.22 Greet customer. 

06.23 Write invoice. 

06.24 Identify customer needs. 
06. ?5 Record lost sales. 

06.26 Fill orders. 

06.27 Create accessory sales. 

06.28 Apply suggestive selling techniques. 

06.29 Collect past due accounts. 

06 ./iO Coordinate delivery schedules. 

06.31 Assure product delivery. 

06.32 Issue and process purchase orders. 

06.33 Determine pricing structure for specific customers. 

06.34 Process special orders. 

06.35 Process credits and returns. 

06.36 Process case exchangee. 

06.37 Conduct sales. 

07.0 RECEIVE AND STOCK MERCHANDISE — The student will be able to: 

07.01 Check in freight. 

07.02 Verify part numbers with packing slips. 

07.03 Note and report discrepancies. 

07.04 Inspect shipmen^:s for visual damage before accepting shipment. 

07.05 Report damaged merchandise. 

07.06 Route packing slips to inventory control. 

07.07 Shelve merchandise in proper sequence. 
07.08" Rotate stock. 

07.09 Price displayed merchandise. 

07.10 Organize stockroom. 

07.11 Separate and process special orders. 

07.12 Use proper safe lifting procedures. 

08.0 CONTROL INVENTORY -- The student will be able to: 

08.01 Return non-stock items. 

08.02 Justify shortages of inventory. 

08.03 Review and analyze lost sales. 

08.04 Identify new products for sales potential. 

05. 05 Take physical inventory. 

08.06 Replenish stock. 

08.07 Identify and use inventory classifications. 

08.08 Process stock adjustments. 

08.09 Match packing slips with invoices. 

08.10 Post invoices. 

08.11 Post credit memorandums. 

08.12 Post packing slips. 
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09.0 DISTRIBUTE MERCHANDISE —The student will be able to: 

Operate and maintain company vehicle. 
Deteirmine method of shipment. 
Prepare merchandise for shipment. 
Load delivery vehicle. 
Compare shipments to invoices. 

Receive payment or obtain signature on delivery invoice. 
10.0 PERFORM HOUSEKEKPIKG AND SECURITY DUTIES — The student will be able to: 

10.01 Open and close store. 

10.02 Test security system. 

10.03 Secure displayed merchandise. 

10 .04 Recognise shoplifting situations. 

10.05 Maintain clean and orderly store. 

10.06 Maintain safety equipment. 

10.07 Implement emergency procedures. 

10.08 Report faulty equipjfient. 

11.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

11.01 Conduct a job search. 

11.02 Secure information about a job. 

11.03 Identify documents that may be required when applying for a job. 

11.04 Complete a job application foirm correctly. 

11.05 Demonstrate competence in job interview techniques. 

11.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

11.07 Identify acceptable work habits. 

11.08 Demonstrate knowledge of how to make job changes appropriately. 

11.09 Demonstrate acceptable employee health habits. 

12.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP — The student will be able 
to: 

Define entrepreneur ship. 

Describe the importance of entrepreneurship to the American economy. 
List the advantages and disadvantages of business ownership. 
Identify the risks involved in ownership of a business. 
Identify the necessary personal characteristics of a successful 
entrepreneur. 

Identify the business skills needed to operate a small business 
o^^-iciontly and effectively. 

13.0 UNDER?^TAND THE ROLE OF THE IMAGER — The student will be able to: 

13.01 Understand the functions of management. 

13.02 Recommend solutions to marketing problems. 

13.03 Differentiate various types of organization structures. 

13.04 Understand the importance of proper financial planning. 





09.01 
09.02 
09.03 
09.04 
09.05 
09.06 



12.01 
12.02 
12.03 
12.04 
12 05 



12.06 
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STODEKT PERFORMANCE STANDARDS EFFECTIVE DATE: July^ 1988 

PROGRAM AREA: Marketing COURSE CREDIT: _1 

PROGRAM TITLE: Parts Marketing PROGRAM NUMBER: 880900C 

COURSE TITLE: Parts Marketing 1 COURSE NUMBER: 8809010 



COURSE DESCRIPTION: 

This course provides instruction for entry-level employment in the parts 
marketing industry. The content includes basic skills in the following areas: 
employability skills; human relations skills; product and service technology 
knowledge; selling techniques and procedures; receiving and stocking merchandise; 
and housekeeping duties. 

01.0 OPERATE OFFICE EQUIPMENT — The student will be able to: 

01.02 Operate Micro-fiche equipment. 

01.03 Operate addressograph equipment. 

01.04 Operate credit card i>rinters. 

01.05 Operate copy equipment. 

01.06 Operate time clock. 

01.07 Operate cash register. 

02.0 DEMONSTRATE APPROPRIATE HUMAN RELATIONS SKILLS — The student will be ab^e 
to: 



02.03 Manage time effectively. 

02.04 Eecognize value of position to company in terms of compensation. 

02.09 Show concern for customer needs. 

02.10 Display courtesy. 

02.12 Demonstrate pride and loyalty to company. 

02.14 Apply basic writing skills* 

02.15 Apply basic reading skills. 

02.16 Apply basic math skills. 

02.17 Develop good personal hygiene and grooming habits. 

02.18 Follov/ company policy and procedures. 

03.0 DEMONSTRATE TKE ABILITY TO COMMUNICATE SKILLFULLY — The student will be 
able to: 



03.05 Usr; correct verbal communication. 
03.07 Apply telephone techniques. 

04. 0 OPERATE SHOP EQUIPMENT — The Student will be able to: 



04.01 Operate wheel dolly. 

05.0 DEMONSTPATE PRODUCT AND SEBVICF TECHNOLOGY KNOWLEDGE 7^D APPLICATION — The 
. student v;ill be able to: 

05.01 Identify seasonal products. 
05.06 Apply technical terminology. 

06.0 USE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES — The student will be able 
to: 

06.01 Handle cash transactions. 

06.19 Set up and maintain displays. 

06.20 Write warranty tags. 

06.22 Greet customer. 

06.23 Write invoice. 
0u.2o Fill orders. 

07.0 RECEIVE AND STGt^K MERCHANDISE — The student will be able to: 



07.01 Check in freight. 

07.02 Verify part numbers with packing slips. 

07.03 Note and report discrepancies. 

07.04 Inspect shipments- for visual damage before accepting shipment. 

07.05 Report damaged merchandise. 

07.06 Eoute packing slips to inventory control. 

07.07 Shelve merchandise in proper sequence. 

07.08 Rotate stock. 

07.09 Price displayed merchandise. 
07.1:? Use proper safe lifting procedures. 
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08.0 CONTBOL INVCNTQRY—The student will be able to: 



08.01 Return non-stock items. 
08.05 Take physical inventory. 

09.0 DISTRIBUTE MERCHANDISE— The student will be able to: 

09.03 Prepare merchandise for shipment. 

09.04 Load delivery vehicle. 

09.05 Compare shipments to invoices. 

09.06 Receive payment or obtain signature on delivery invoice. 

10.0 PERFORM HOUSEKEEPIMG AND SECURITY DUTIES~ The student will be able to: 

10.01 Open and close store. 

10.03 Secure displayed merchandise. 

i0.05 Maintain clean and orderly store. 

11.0 DEMONSTRATE EMPLOYABILITY SKILLS—The student will be able to: 




11.01 
11.02 
11.03 
11.04 
11.05 
11.06 

11.07 
11.08 
11.09 



Conduct a job search. 

Secure information about a job. 

Identify documents that may be required when applying for a job. 

Complete a job application form correctly. 

Demonstrate competence in job interview techniques. 

Identify or demonstrate appropriate responses to criticism from 

employer, supervisor, or other persons. 

Identify acceptable work habits. 

Demonstrate knowledge of how to make job changes appropriately. 
Demonstrate acceptable employee health habits. 



STUDENT PERFORMANCE STANDARDS 
PROGPAK AREA: Marketing 
PROGRAM TITLE: Parts Marketing 
COURSE TITLE: Parts t^arketing 2 



EFFECTIVE DATE: July, 1988 
COURSE CREDIT: 1 



PROGRAM NUMBER: 0809000 




COURSE NUMBER: 8809020 



COURSE DESCRIPTION: 



This course provides instruction for intermediate employment in the parts 
marketing industry. The content includes int'=rmediate skills in the following 
areas: human relations skills; operating shop equipment; product and service" 
technology knowledge and application; selling techniques and procedures, 
receiving and stocking merchandise, inventory control and housekeeping. 

01.0 OPERATE OFFICE EQUIPMENT— The student will be able to: 



01.01 Operate communications equipment. 

On.O DEMONSTRATE APPROPRIATE HUMAN RELATIONS SKILLS— The student will be able 
to; 

02.01 Ask questions of customers and employers. 

02.07 Demonstrate initiative. 

02.11 Maintain confidentiality. 

02.13 Accept authority and responsibility. 

03.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be able 
to: 



04 



03.02 Take and relay messages. 

03.06 Demonstrate honesty to customer and company. 

.0 OPERATE SHOP EQUIPMENT — The student will be able to: 

04.02 Operate chain hoist. 

04.06 Use and read shop measuring devices. 

04.09 ^Iix paint. 
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Parts Marketing's - Continued 

05.0 DEMONSTRATE PRODUCT AND SERVICE TECHNOLOGY KNOWLEDGE A^JD APPLICATION— The 
Student v;ill be able to: 

05.02 Identify use of chemicals and accesscries. 

05.07 Participate in manufacturer's clinics. 

06.0 USE EFFrCTIVE SELLING TECHNIQUES AND PROCEDURES — The student will be able 
to: 

06.14 Use alphabetical index system. 

06.15 Use weatherly index syjstem. 
06,18 Verify credit. 

06.71 Accept checks. 

06,32 Issue and process purchase orders. 
07.0 RECEIVE AI3D STOCK MEPCHANDISE — The student will be able to: 

07.10 Organize stockroom. 

07.11 Separate and process special orders. 
08.0 CONTROL INVENTORY — The student will be able to: 

08.08 Process stock adjustments. 

09.0 DISTRIBUTE MERCHANDISE — The student will be able to: 

09.01 Operate and maintain company vehicle. 

09.02 Determine method of shipment. 

10.0 PERFORM HOUSEKEEPING AND SECURITY DUTIES — The student will be able to: 

10.02 Test security system. 

10.04 Recognir^e shoplifting situations. 

10.06 Maintain safety equipment. 

10.08 Rerort faulty equipment. 



STUDENT PERFOPJ^JKNCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE! Parts Mark eting 
COURSE TITLE: Parts Marketx.ig 3 



EFFECTIVE DATE: July^ 1988 
COURSE CREDIT: 1 



PROGRAM NUMBER: 8809000 
COURSE NUMBER: 8809030 



COURSE DESCRIPTION* 

This course provides instruction for advanced- Iovl-^I employment in the parts 
marketing indiiBtry. The <'ntent inclrdes advanced SKills in the followi*.^ areas: 
human relations skills; ope^... ,ing oifice '^'^^ipment; operating shop equipment; 
product c -id service hechnoJogy knowledge; selling techniques arl procedures; and 
inventory control. 

01.0 OPERATE O FFICE EQUIPMENT — -The student wi2 L be able tc: 

01.08 Operate computer terminal. 

01.09 Operate calculators. 

02.0 DEMONSTRATE APPROPRIATE HUMAN RELATIONS SKIjil.S — The student will be able 
to: 

02.02 Demonstrate tact - customers, co-workers, suppliers. 

02.05 Earn respect of customer. 

02.06 Sc*- goals and objectives. 
02.00 Recognize personal limitations. 

0 3.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY --The student will be 
able to: 
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03.01 Write technical reports. 

03.0 3 Recognize organizc.tional structure. 

03.04 Communicate within the organizational structure, 

03.03 Handle complaints. 

03.09 Interpret non-verbal communication. 
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04.0 OPERATE SHOP EQUIPMENT — The student will be able to: 

04.03 Operate hose cr5.mping machine. 

04*04 Operate bearing press. 

04.05 Operate brake drum lathe. 

04.07 Operate battery tester. 

04.08 Operate starter and generator testers. 

05.0 DEMONSTRATE PRODUCT AND SERVICE TECHNOLOGY KNOWLEDGE AND APPLICATION — The 
Student will be able to: 

05.03 Identify parts according to various system of vehicles. 

05.04 Identify function Of parts. 

05.05 Technically identify parts. 

Ob.O USE EFFECTIVE SELLING TECHNIQUES 7^?D PROCEDURES -- The student will be able 
to: 

06.02 Maintain and update, price sheets. 

06.03 Maintain and update foreign automotive parts and accessories 
catalogs. 

06.04 Read and interpret paint and body catalogs. 

06.05 Read and interpret drive-train catalogs. 

06.06 Kead and interpret fuel system catalogs. 

06.07 Read and interpret internal engine parts catalogs. 

06.08 Read and interpret ignition system catalogs. 

06.09 Read and interpret electrical system catalogs. 

06.10 Read and interpret cooling system catalogs. 

06.11 Read and interpret chassis catalogs. 

06.12 Read and interpret exhaust system catalogs. 

06.13 Read and interpret brake system catalogs. 

06.15 Use Weatherly index system. 

06.16 Maintain catalog racks. 

06.17 Sell related items. 

06.24 Identify customer needs. 

06.25 Record lost sales. 

06.27 Create accessory sales. 

06.28 Apply suggestive selling techniques. 

06.29 Collect past due accounts. 

06.30 Coordinate delivery schedules. 

06.31 AsFure product delivery. 

06.33 Determine pricing structure for specific customers. 

06.34 Process special orders. 

06.35 ri-ocess credits and returns. 

06.36 Process case exchanges. 

06.37 Conduct sales. 

08.0 CONTROL INVENTORY — The student will be able to: 

08.02 Justify shortages of inventory. 

08.03 Review and analyze lost rales. 

08.04 Identify new products for sales potential. 

08.06 Replenish stock. 

08.07 Identify and use inventory classifications. 

08.09 Match packing slips with invoices. 

08.10 Post invoices. 

08.11 Post credit memorandums* 

08.12 Post packing slips. 

10.0 PERFORM noiinrKnEPING AND SHCURITY DUTJCS — The student will bo able to: 

10.07 Implement emergency procedures. 

12.0 DE MONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP~The student will be able 
Toi 

12.01 Define entrepreneurship. 

12.02 Describe the importance of entrepreneurship to the American economy. 

12.03 List the advantages and disadvantages of business ownership. 

12.04 Identify the risks involved in ownership of a business. 

12.05 Identify the necessary personal characteristics of a successful 
entrepreneur. 

12.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 
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Parts Marketing - Continued 




13.0 UHDERSTAND THE ROLE OF THE MANAGER — The student will be able to: 

13.01 Understand the functions of management. 

13.02 Recommend solutions to marketing problems. 

13.03 Differentiate various types of organization structures. 

13.04 Understand the importance of proper financial planning. 
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CURRICULUM FRAhJEWOHK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGPJ^M TITLE; Real Estate Management 

CODE NUMBER: Secondary Pcstsocondary 

Florida CIP ME06. 179900 



SECONDARY POSTSECONDAin' ADULT 

SCHOOL CREDITS COLLEGE CREDITS X VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 Postsecondary Adult Vocational 

X Postsecondary Vocational Other 



CERTIFICATION COVERAGE: 



I. MAJOR CONCEPTS /CONTENT ; The purpose of this program is to prepare student? 
for einpJoyment as appraisers, real estate (10243816), real estate brokers 
(30001402), sales agents, sales representatives, real estate (30001403), 
real estate rlerks (40066818), property managers (186.167-046), real estate 
agency manatji'iG, or real estate agency owners, or to provide supplemental 
trainirn for persons previously or currently employed in these occupations. 

The content includes, but is not limited to, the management c selling, 
buying, renting, advertising, ard financing real estate and r*_ 1 estate 
services. 

II. LABORATORY ACTIVITXEg i Laboratory activities are not required. 

-"^^ SPECIAL NOTE ; The Distributive Education Clxabs of America is the 

appropriate vccatioral student organization for providing leadership train- 
ing expori^^nccF and for reinforcing specific vocaticral r>;ills. When 
provided, these activities are considered an integral part cf this instxiic- 
tional prcgrap. 

The ceoperat ivf method of instruction is appropriate for this program. 
Wh'--ne« er the rooperativo method is offered, the following ic required for 
tacn stuf^ont: a troinina plan, signed by the student, teacher and 
tirploy***:, which includes inst. ucticral objectives and a list of on-the-^ob 
and in-school learninn experiences; a work station which reflects 
'equipment, skills and tasks which are relevant to the occupation which the 
rudent has chosen as a rc^reer goal. The student must be paid for work 
performed. 

The typical length of this program for the average achieving student is an 
associate degree. 

IV. INT ENDED OUrcOMES : After r.uccessf ully completing the program, the student 
will be able to: 



01 . Demonstrate the human relations skills necessary for success in 
marketing occupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Utilize effective selling techniques and procedures. 

04 . Apply sales promotion techniques and procedures to the marketing of 
real estate products. 

05. Demonstrate knowledge of merchandising activities. 

06. Perform merchandising math operations unique to real estate 
marketing. 

07. Demonstrate a knowledge ot basic economic principles. 

08. Understand the importance of marketing operations. 

09. Demonstrate knowledge and application of product and service 
technology . 

10. Demonstrate employabi lity skills. 

11. Understand the role of the manager and the entrepreneur. 

12. Develop a business plan. 

13. Obtain technical assistance. 
1^. . flan the marketing strategy. 

15. Locate the business. 

16. Finance the business. 

17. Deal with legal issues. ^ , 

1^9 
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18. Comply with governmental regulations. 

19. Manage the business. 

20. Manage human resources. 

21. Promote the business. 

22. Manage sales. 

23. Keep business records. 

24. Manage finances. 

25. Manage customer credit and collections. 

26. Protect the business. 
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STUDENT PERFORMANCE STANDARDS 



EFFECTIVE DATE: July, 1988 




PROGRAM area: Marketing 

PROGRAM TITLE: Real Estate Management 



SECONDARY NUMBER: 



POSTSECONDARY NUMBER: ME06>179900 



01.0 



02.0 



DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OC CUPATIONS — The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Use a personality invencory for personal improvement. 

01.04 Exhibit the ability to get along with others. 

01.05 Discuss the importance of human relations. 

01.06 Develop and demonstrate the unique human relations skills needed for 
successful entry and progress in the marketing occupation selected 
by the student as a career objective. 

DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — -The student will be able 
to: 

02.01 Describe the importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

02.03 Explain the importance of good listening skills. 

02.04 Discuss the role coirjnunication plays in marketing. 

02.05 Demonstrate the components of the communication process. 

02.06 Demonstrate effective) written communications skills. 

02.07 Demonstrate effective Oxal communications skills. 

02.08 Conduct a meeting utilizing parliamentary procedure. 



03.0 



04.0 



05.0 



UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES - 
able to: 



-The student will be 



Identify the activities that have to be completed to effectively 
service a listing. 

Demonstrate the presentation of a sales plan to a seller. 
Demonstrate knowledge of the subjects to be discussed with the buyer 
in the buyer interview. 

Explain the objectives of the buyer interview. 
Demonstrate the ability to effectively handle buyer objections. 
Close a sale. 



a3.01 

03.02 
03.03 

03.04 
03.05 
03.06 

APPLY SALES PROMOTION TECHNIQUES AMD PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able tot 

04.01 List the purposes of advertising, display, and public relations. 

04.02 Explain the importance of sales promotion. 

04.03 Identify various forms of advertising media. 

04.04 Demonstrate an understanding of design principles and elements. 

DEMONSTRATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES -- The student will be 
able to: 

05.01 Explain the role of buying/purchasing/selling in i.'^ircbendising of 
real estate. 

05.02 Describe the importance of inventory control. 

06.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO REAL ESTATE MARKETING —The 
student will be able to: 

06.01 Perform addition, subtraction, multiplication, and division. 

06.02 Complete problems using percentages, decimals, and fractions. 

06.03 Compute a sales commission. 

06.04 Amortize a level-payment plan mortgage, 

06.05 Prorate buyer's and seller's expenses. 

06.06 Allocate taxes and fees to the proper parties and compute the 
individual costs. 

06.07 Calculate the cost of state documentary stamps and deeds. 

06.08 Calculate the property tax rate for a community. 

06.09 Calculate the property tax on a specific tract or parcel using the 
correct tax rates and assigned exemptions. 

06.10 Calculate the cost of special assessments. 
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Real Estate Management - Continued 



07,0 DEMONSTRATE A KNOWLEDGE OF BACIC ECONOMIC PRINCIPLES— The student will be 
able to: 



07.01 Describe a real estate market under the price system. 

07.02 List the major elements of the resource market. 

07.03 Explain the major submarkets of real estate. 

07.04 Explain the principles of highest and best use of land. 

07.05 Describe the characteristics of a real estate market. 

07.06 List and explain at least three factors that influence demand in the 
real estate market. 

07.07 Describe how real estate market indicators assist in interpreting 
the current trends and conditions of the local market. 



08.0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will be able 
to: 



08.01 List the five major divisions of the real estate business. 

08.02 Identify the largest major division and its subdivisions. 

08.03 Explain the economic functions of the different divisions within the 
Agency and the Deveiopra**nt and Constructions Divisions. 

08.04 Identify the relationships of the federal, state and local 
governments and the real estate industry. 

08.05 Describe the major professional organizations active in the 
industry. 



09.0 DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to.: 



09.01 Explain property rights: estate, tenancies, and multiple ownership 
interests. 

09.02 Demonstrate knowledge of title, deeds, and ownership restrictions. 

09.03 Describe real estate taxes and the tax impact of the different 
levels of government on real property. 

09.04 Explain the necessity for correct legal land descriptions, write a 
legal description and calculate acreage in parcels of the 
rectangular survey system, 

09.05 Demonstrate a working knowledge of real estate contracts. 

09.06 Explain real estate finance: loan, mortgage, note, security, and 
interest. 

09.07 Explain the mortgage market. 

09.08 Prepare a closing statement. 

09.09 Explain planning and zoning and the purposes of each. 

- 09.10 Explain real estate appraisal, the purpose of and use of the data in 
the industry. 

10.0 " DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

10.01 Conduct a job search. 

10.02 Secure information about a job. 

10.03 Identify documents that may be required when applying for a job. 

10.04 Complete a job application form correctly. 

10.05 Demonstrate competence in job interview techniques. 

10.06 Id'^ntify or demonstrate appropriate responses to criticism from 
employer, oervisor, or other persons. 

10.07 Identify a ptable work habits. 

10.08 Demonstrate knowledge of how to make job changes appropriately. 

10.09 L'emonstrate acceptable employee health habits. 



11.0 UNDERSTAND THE ROLE OF THE MANAGER AND THE ENTREPRENEUR— The student will 
be able to: 



11.01 List and discuss the various functions performed by a real estate 
agency. 

11.02 Explain the personnel management of a real estate agency. 

11.03 Discuss the different ways functions can be divided in a real estate 
agency. 

11.04 Discuss how functions are coordinated in a real estate agency. 
12.0 DEVELOP A BUSINESS PLAN -rThe student will be able to: 

12.01 Identify how the business plan helps the entrepreneur. 

12.02 Recognize how a business plan should be organized. 

12.03 Identify and use the mechanics for developing a business plan. 
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13,0 OBTAIN TECHNICAL ASSISTANCE— The student will be able to: 

13.01 Prepare for using technical assistance. 

13.02 Select professional consultants. 

13.03 Work effectively with consultants. 

14.0 PLAN THE MARKETING STRATEGY — The student will be able to: 

14.01 Use decision-makifig tools that aid in evaluating marketing 
activities. 

14.02 Evaluate operations to improve decision making about marketing. 
15.0 LOCATE THE BUSINESS— The student will be able to: 

15.01 Analyze customer transportation, access, parking, and so forth, 
relative to alternative site locations. 

15.02 Complete a location feasibility study for your business. 

15.03 Determine the costs of renovating or improving a site for your 
business. 

15.04 Prepare an occupancy contract for your business, 
16.0 FINANCE THE BUSINESS- — The student will be able to: 

16.01 Describe the sources of information available to help in estimating 
the financing necessary to start your new business. 

16.02 Determine the financing necessary to start your new business. 

16.03 Prepare a projected profit and loss statement and a projected cash 
flow statement for your new business. 

16.04 Prepare a loan application package. 

17.0 DEAL WITH LEGAL ISSUES — The student will be able to: 

17.01 Determine your need for legal assistance. 

17.02 Select the provisions that you desire in a lease. 

17.03 Prepare sales contracts (such as credit sales or long-term sales) 
that may be utilized in your business. 

17.04 Evaluate contracts. 

3 7.05 Determine your needs for protection of ideas and inventions. 

18.0 COMPLY WITH GOVERNMENT REGULATIONS — -The student will be able to: 

13.01 Appraise the effects of various regulations on your business 
operations. 

18.02 Acquire the information necessary to comply with the various rules 
and regulations affecting your business. 

18.03 Develop policies for your business to comply with government rules 
and regulations. 

19.0 MANAGE THE BUSINESS —The student will be able to: 

19.01 Plan goals and objectives for a business. 

19.02 Diagram the organizational structure for a business. 

19.03 Establish control practices and procedures for a business. 

20.0 MANAGE HUMAN RESOURCES -— The student will be able to: 

20.01 Write a job description for a position in your business. 

20.02 Develop a training program outline for employees. 

20.03 Develop a list of personnel policies for employees in your business. 

20.04 Develop an outline for an employee evaluation system. 

20.05 Plan a corrective interview with an employee concernina a selected 
problem. 

21-0 PROMOTE THE BUSINESS --The student will be able to: 
Create a long-term promotional plan. 

Describe the techniques used to prepare advertising and promotion. 
Analyze competitive promotional activities. 
Evaluate promotional effectiveness. 
Plan a community relations program. 



21.01 
21.02 
21.03 
21.04 
21.05 
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22.0 MANAGE SALES — The student will be able to: 

22.01 Develop a sales plan for your business* 

22.02 Develop policies and procedures for serving your customers. 

22.03 Develop a plan for training and motivating salespeople. 

23.0 KEEP BUSINESS RECORDS --The student will be able to: 

23.01 Determine who will keep the book's for your business nd how they 
will be maintained. 

23.02 Describe double-entry bookkeeping. 

23.03 Select the types of journals and ledgers that you will use in your 
business. 

^3.04 Identify the types of records that you will use in your business to 
record sales, cash receipts, cash disbursements, accounts 
receivable, accounts payable, payroll, petty cash, inventory, 
budgets, and other items. 

23.05 Evaluate your business records. 

23.06 Identify how a microcomputer may be used to keep the business 
records. 

24.0 MANAGE FINANCES — The student will be able to: 

24. Ul Explain the importance of cash flow rcianagement . 

24.02 Identify financial control procedures. 

24.03 Describe how to find cash flow patterns. 

24.04 Analyze trouble spots in financial management. 

24.05 Describe how to prepare an owner's equity financial statement. 

24.06 Describe how to compute various financial ratios. 

24.07 Analyze financial management ratios applicable to a small business. 

24.08 Identify the components of a break-even analysis. 

24.09 Compute and analyze break-even point problems. 

24.10 Peview microcomputer applications for financial management. 

25 ..0 MANAGE CUSTOMER CREDIT AND COLLECTIONS — The student will be able to: 

25.01 Analyse the legal rights and recourse of credit grantors. 
25-02 Develop a series of credit collection reminder letters and follow- 
up activities.. 

25.03 Develop various credit and collection policies. 

25.04 Trepare a credit promotion plan. 

25.05 Discuss informational resources and systems that apply to credit 
and collection procedures. 

26.0 PROTECT THE BUSINESS — The student will be able to: 

36.01 Prepare policies for your firm that will help minimize losses. 

26.02 Determine the kinds, amount , and cost of insurance needed by your 
firm. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 

FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGRAM TITLE? Peal Estate Marketing 

CODE .NUMBER: Secondary Postsecondary REE0C49 

Florida CIP ME06. 170100 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 ^Postsecondary Adult Vocational 



Postsecondary Vocational X Other 30 , 31 



CERTIFICATION COVEPAGE: REAL ESTAT 7 



I. MAJOR CONCEPTS /CONTENT : The purpose of this program is to prepare students 
for employment as appraisers, real estate (10243816), real estate brokers 
(30001402), sales agents, sales representatives, real estate (30001403), 
real estate clerks (40066818), or property managers (186.167-046), or to 
provide supplemental training for these persons previously or currently 
employed in these occupations. The student is also prepared for state 
license examinations. 

The content J-ncludes, but is not limited to, selling, buying, renting, 
advertising, and financing real estate and real estate services. 

II. LABORATORY ACTIVITIES ; Laboratory activities are not required. 

III. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leaderghip train- 
ing experiences and for reinforcing specific vocational skills. iChen 
provided, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

If this program is offered for 450 hours or more, in accordance with 
Section 233.0695 F.S., the minimum basic skills grade level required for 
this postsecondary adult vocational program is: Mathematics 6.0, 
Language 7.0. This grade level number corresponds to a grade equivalent 
score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 108 
hours. 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
will be able to: 

01. Demonstrate the human relations skills necessary for success in 
marketing orcupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Utilize effective selling techniques and procedures. 

04. Apply sales promotion techniques and procedures to the marketing 
of real estate products. 

05. Demonstrate knowledge of merchandising activities. 

06. Perform merchandising math operations unique to real estate 
marketing. 

07. Demonstrate a knowledge of basic economic principles. 

08. Understand the importance of marketing operativ s. 

09. Demonstrate knowledge and application or product and service 
technology. 

10. Demonstrate employability skills. 

11. Understand the role of the manager. 

12. Demonstrate an understanding of en jrepr^^y^^^P* 
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STUDENT PERFORMANCE STANDARDS 

PROGRAM AREA: Marketing 

PROGRAM TITLE: Real Estate Marketing 



EFFECTIVE DATE: July, 1988 
SECONDARY NCOTER: 



POSTSECONDARY NUMBEP: REE0049 



01,0 



02.0 



03.0 





DEMONSTRATE THF HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 



01.01 
01.02 
01.03 
01.04 
01.05 
01.06 



Exhibit acceptable grooming habits. 

E>:hibit punctuality, initiative, courtesy, loyalty, and honesty. 
Use a personality inventory for personal improvement. 
Exhibit the ability to get along with others. 
Discuss the importance of human relations. 

Develop and demonstrate the unique human relations skills needed for 
successful .entry and progress in the marketing occupation selected 
by the student as a career objective. 



DEMONSTRATE THE ABILITY TO COMMUIHCATE SKILLFULLY - 
to: 



-The student will be able 



Describe the importance of clear and concise writing. 

Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

Explain the importance of good listening skills. 

Discuss the role communication plays in marketing. 

Demonstrate the components of the communication process. 

.Demonstrate effective written communications skills. 

Demonstrate effective oral communications skills. 



UTILIZE EFFECTIVE SELLING TKCHKIQUES AND PROCEDURES - 
able to: 



-The student will be 



03.01 Identify the activities that have to be cdnpleted to effectively 

service a listing. 
0 3.02 Demonstrate the presentation of a sales plan to a seller. 

03.03 Demonstrate knowledge of the subjects to be discussed with the buyer 
in the buyer interview. 

03.04 Explain the objectives cf the buyer interview. 

03.05 Demonstrate the ability to effectively handle buyer objections. 

03.06 Close a sale. 

04.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to: 

04.01 List the purposes of advertising, display, and public relations. 

04.02 Explain the importance of sales promotion. 

04.03 Identify various forms of advertising media. 

04.04 Demonstrate and understan^'^ing of design principles and elements. 

05.0 DEMONSTR A TE A KNOWLEDGE OF MERCHANDISING ACTIVITIES - -The student will be 
able to: 

05.01 Explain the role of buying/purchasing/selling in merchandising of 
real estate. 

05.02 Describe the importance of inventory control. 

06.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO REAL ESTATE MARKETING — The 
student will be ai Ic to: 

06.01 Perform addition, subtraction, multiplication, and division. 

06.02 Complete problems using, percentages , decimals, and fractions. 

06.03 Compute a sales commission. 

06.04 Amortize a level-payment plan mortgage. 

06.05 Prorate buyer's and seller's expenses. 

06.06 Allocate taxes and fees to the proper parties and compute the 
in<?ividual costs. 

06.07 Calculate the cost of state documentary stamps and deeds. 

06.08 Calculate the property tax rate for a community. 

06.09 Calculate the property tax on a specific tract or parcel using the 
current tax rates and assigned exemptions. 

06.10 Calculate the cost of special assessments. 
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Rea] Estate Marketing - Continued 



07.0 DEMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES - 
able tot 



-The student will be 



08.0 



09.0 



07.01 Describe a real estate market under the price system. 

07.02 Iiist the major elements of the resource market. 

07.03 Explain the major submarkets of real estate. 

07.04 Explain the principles cC highest and best use of land. 

07.05 Describe the characteristics of a real estate market. 

07.06 Iiist and explain at least three factors that influence demand in the 
real estate market. 

07.07 Describe how real estate market indicators assist in interpreting 
the current trends and conditions of the local market. 
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UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS - 
tot 



-The student will be able 



OB. 01 List the five major divisions of the real estate business. 

08.02 Identify the largest major division and its subdivisions. 

08.03 Explain the economic functions of the different divisions withing 
the Agency and the Pevelopment and Construction Divisions. 

08.04 Identify the relationships of the federal, state and local 
governments and the real estate industry. 

08.05 Describe the major professional organizations active in the 
industry. 

DEMONSTRATE KNOWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student Will be able tot 



09.01 

09.02 
09.03 

09.04 



09.05 
09.06 

09.07 
09.08 
09.09 
09.10 



Explain property rights: estates, tenancies, and multiple ownership 
interests. 

Demonstrate knowledge of title, deeds, and ownership restrictions. 
Describe real estate taxes and the tax impact of the different 
levels. 

Explain the necessity for correct legal land descriptions, write a 
legal description and calculate acreage in parcels of the 
rectangular survey system. 

Demonstrate a working knowledge of real estate contracts. 

Explain real estate insurance: loan, mortgage, note, security, and 

interest. 

Explain the mortgage market. 
Prepare a closing statement. 

Explain planning and zoning and the purposes of each. 

Explain real estate appraisal, the purpose of and use of the data in 

the industry. 




10.0 DEMONSTRATE EMPLOYABILITY SKIXJiS — The student will be able to: 

10.01 Conduct a job search. 

10.02 Secure information about a job. 

10.03 Identify documents that may be required when applying for a job. 

10.04 Complete a job application form correctly. 

10.05 Demonstrate competence in job interview techniques. 

10.06 Identify or de.nonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

10.07 Identify acceptable work habits. 

10.08 Demonstrate knowledge of how to make job changes appropriately. 

10.09 Demonstrate acceptable employee health habits. 



11.0 UNDER STAND T HE ROLE OF THE MANAG ER- 
11.01 



-The student will be able to: 



List and discuss the various functions performed by a real estate 
agency. 

11.02 Explain the personnel management of a real estate agency. 

11.03 Discuss the different ways functions can be divided in a real estate 
agency. 

11.04 Discuss how functions are coordinated in a real estate agency. 

12.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP --The student will be able 
to; 

12.01 Define entropreneurship. 

12.02 Describe the importance of entrepreneurship to the TVmerican economy. 

12.03 List the advantages and disadvantages of business ownership. 

12.04 Identify the risks involved in ownership of a business. 
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' 12 ♦OS Identify the necessary personal characteristics of a succe'^sful 
entrepreneur* 

12^06 Identify the business skills needed to operate a small business 
efficiently and effectively* 
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PROGRAM AREA: Marketing 




CURRICULUM FRAMEWORK 
FIiORIDA DEPAT<TMENT OF EDUCATION EFFECTIVE DATE: July, 1988 
PROGRAM TT7.LE; Restaurant Management 



CODE NUMBKR: Secondary 



'ostsecondary 



Florida CIP ME06>070400 



SECONDAI^Y 
SCHOOL CREDITS 



COLLEGE CREDITS X 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



7-9 



9-12 



APPLICABLE LEVEL(S): 

X Postsecondary Vocational 



Postsecondary Adult Vocational 
Other 



CERTIFICATION COVERAGE: 
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I. MAJOR CONCEPTS /CONTENT I The purpose of this program is to prepare students 
for employment as restaurant, cafe, bar managers (20061400), 
managers-liquor establishment, managers-restaurant and coffee shop, 
managers-caterina, or managers-fast food service or to provide supplemental 
training for persons previously or currently employed in these occupations. 

^ The content includes, but is not limited to, the management of selling, 
preparing, storing, promoting, displaying, serving food, and providing 
customer services. 

It. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Appropriate equipment and supplies should be utilized to provide 
the application of management theory to establishment operations. 

III. SPECIAL NOTE The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership train- 
ing experiences and for reinforcing specific vocationcx.i. skills. When 
provided, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a list of on-the-3ob 
ana in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

The typical length of this program for the average achieving student is an 
associate degree. 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
will be able to: 

03 . Demonstrate the human relations skills necessary for success in 
marketing occupations. 

02. Demonstrate the ability to communicate skillfully. 

03. Utilize effective selling techniques and procedures. 

04. Apply sales promotion techniques and procedures to the marketing of 
food services. 

05. Demonstrate knowledge of merchandising activities. 

06. Perform merchandising math operations unique to food service 
marketing. 

07. Demonstrate a knowledge of basic economic principles. 

08. Understand the importance of marketing operations. 

09. Demonstrate knowledge and application of product and service 
technology. 

10. Demonstrate employability skills. 

11. Understand the role of the manager and the entrepreneur. 

12. Demonstrate exceptional health and safety practices. 

13. Develop a business plan. 

14. Obtain technical assistance. 

15. Plan the marketing strategy. 

16. Locate the business. 
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17. Finance the business. 

18. Deal with legal issues. 

19. Comply with governmental regulations. 

20. Manage the business. 

21. Manage human resources. 

22. Promote the business. 

23. Manage sales. 

24. Keep business records. 

25. Manage finances. 

26. Manage customer credit and collections. 

27. Protect the business. 
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STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 

PROGRAM AREA: Marketing SECONDARY NUMBER: ^_ 

PROGRAM TITLE: Restaurant Management POSTSECONDARY NUMBER: ME06>070400 

01.0 p EMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honesty. 

01.03 Exhibit the ability to get along with others. 

01.04 Build a fr-^mework of steps necessary to successfully plan one's 
professionax future. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be able 
to: 

02.01 Apply verbal skills. 

02.02 Apply writing skills. 

02.03 Explain the importance of good listening skills. 

02.04 Demonstrate the components of the communication process. 

03,0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES — -The student will be 
able to: 

03.01 Outline the advantages of personal selling. 

03.02 Utilize the tools and techniques of internal selling. 

0 3.03 Apply effective food and beverage merchandising techniques. 

04.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF FOOD 
SERVICES — The student will be able to': 

04.01 Explain the benefits of publicity and public relations. 

04.02 Use the telephone as effective sales promotion instrument. 

04.03 Implement the services of advertising agencies. 

04.04 Utilize various advertising media effectively. 

05.0 DEMONSTRATE KNOWLEDGE OF MERCHANDISING ACTIVITIES — -The student will be able 
to: 

05.01 Ut'line effective menu design. 

05.02 Apply basic techniques of merchandising food and beverage. 

06.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE " :> FOOD SERVICE MARKET ING > -The 
student will be able to: 

06.01 Identify the break-even point for merchandising. 

06.02 Apply the needed sales increase formula to justify a merchandising 
technique . 

07.0 DEMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES — The student will be 
able to: 

07.01 Identify basic economic . oncepts . 

07.02 Apply basic economic principles. 

08.0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will be able 
tol 

08.01 Identify basic marketing concepts. 

08.02 Discuss overall competitive strategy. 

08.03 Relate marketing to the restaurant industry. 

09.0 DEMONSTRATE . .^OWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to: 

09.01 Trace growth and development of food and beverage industry. 

09.02 Discuss history and composition of foods and beverages. 

09.03 Discuss trends in food and beverage industry. 

09.04 Discuss food service and beverage supplies and equipment. 

10.0 DEMONSTRATE EMPLOYABILITY SKILLS — The Student will be able to: 

10.01 Conduct a job search. 

10.02 Secure information about a job. 

'0.03 Identify documents that may be required when applying for a job. 
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10.04 Complete a job application form correctly. 

10.05 Demonstrate competence in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

10.07 Identify acceptable work habits. 

10.08 Demonstrate knowledge of how to make job changes appropriately. 

10.09 Demonstrate acceptable employee health habits. 

10.05 Exhibit appropriate work habits and attitudes. 

10.06 Maintain appropriate dress and grooming on job. 

11.0 UNDERSTAND THE ROLE OF THE MANAGER AND THE ENTREPRENEUR -- The student will 
be able to: 

11.01 Consider the personal qualifications and abilities needed to manage 
your own business. 

11.02 Evaluate your own potential for decision making, problem solving, 
and creativity. 

11.03 Determine your potential for management, planning, operations, 
personnel, and public relations. 

12.0 DEMONSTRATE EXCEPTIONAL HEALTH AND SAFETY PROCEDURES — The student ^ill be 
able tor 

12.01 Identify general safety practices. 

12.02 Identify general sanitation and hygienic principles. 

12.0 3 Recognize emergency situations. 

13.0 DEVEIX)P A BUSINESS PLAN — The student will be able to: 

13.01 Recognize how a business plan contributes to the restaurant 
industry. 

13.02 Review the questions that should be answered in a business plan. 
14.0 OBTAIN TECHNICAL ASSISTANCE — The student will be able to: 

14.01 Identify sources of technical assistance available. 

14.02 Analyze sources of technical assistance in terms of reliability and 
dependability. 

15.0 PLAN THE MARKETING STRATEGY —The student will be able to: 

15.01 Explain the "market-oriented" approach to planning. 

15.02 Justify the use of market information and market research in 
planning. 

15.0 3 Develop a procedure for identifying target markets and developing 
marketing mix. 

15.04 List the controllable factors in each element of the marketing mix. 

15.0 5 Create a plan for capturing more of the restaurant market. 
15.06 Budget funds for marketing and discuss the timetable for profits. 

IG.O LOCATE THE BUSINESS — The student will be able to: 

16.01 Identify site selection factors. 

16.02 Identify resources available to help a restaurant make site 
selection". 

16.03 Apply effective steps of a feasibility study. 
17.0 FINANCE THE BUSINESS — The student will be able to: 

17.01 Explain how to determine the different types of costs that must be 
co'isidered when starting a restaurant. 

17.02 Compare the advantages and disadvantages of the various sources of 
financing for a restaurant. 

17.03 Describe the sources of loans that may be available for financing a 
restaurant. 

17.04 Describe the information that must be provided in a loan application 
package. 

17.05 Explain the criteria used by lending institutions to evaluate loan 
applicants. 

18.0 DEAL WITH LEG//^ ISSUES — The student will be able to: 

18.01 Discuss legal rights of customers. 

18.02 Discuss applicable wage and hour laws. 
18.0 3 Discuss laws affecting hiring practices. 
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18.04 Discuss public health and sa£ety laws* 

18*05 Discuss license and beverage regulations* 

18. 0^= Discuss warranties? and product liabilities. 

18.07 Discuss tax laws. 

18.08 Discuss banquet contracts. 

19.0 COMPLY WITH GOVERNMENTAL REGULATIONS--The student will b3 able to: 



19.01 Identify areas >f government regulation that should be considered by 
a restaurant. 

19*02 Compile a list of appropriate governmental agencies concerned with 
regulations, licenses, and permits. 

20.0 MANAGE THE BUSINESS-- The student will be able to: 



20.01 Use the decision-making process to make business decisions. 

20.02 Identify steps in the planning process. 

20.03 Identify organizational tools for a restaurant. 

20.04 Identify control procedures that can be used by a restaurant. 

20.05 Identify time management techniques. 



21.0 MANAGE HUMAN RESOURCES— The student will be able to: 



21.01 Identify the steps involved in hiring employees. 

21.02 Describe the procedures for developing a training program. 
21.0 3 Explain various styles of management. 

21.04 Describe various techniques that may be used to supervise and 
motivate employees. 

21.05 Describe various methods for communicating with employees. 

21.06 Discuss various alternatives for evaluating employee performance. 

21.07 Identify the steps in developing a comprehensive employee 
compensation package. 

22.0 PRO MOTE THE BUSINESS — The student will be able to: 

Dovolop promotional skills. 

DescriiSe advertising and sales promotion techniques. 
Identify cost factox.s in the selection of alternative promotional 
methods. 

Identify sources of promotional assistance and information. 
Identify the objectives of a public relations program. 
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22.01 
22.02 
22.03 



22.0/J 
22.05 



23.0 MANAGE SALES— The Student will be able to: 



23.01 List sources of product/ service information. 

23.02 Describe customer buying motives. 

23.03 List and discuss the basic types of customers to which your 
restaurant will appeal. 

23.04 Demonstrate the process of selling. 

23.05 Discuss sources for finding new customers. 

23.06 Debate outside versus inside selling. 



24.0 KEEP BUSINESS RECORDS — The student will be able to: 



24.01 Identify the sourcps of assistance in recordkeeping. 

24.02 Identify the types of data that can be provided by recordkeeping. 

24.03 Describe the unes and types of journals and ledgers. 

24.04 Describe various types of business records. 

24.05 Assess the application of computerization to recordkeeping. 

25.0 MANAGE FINANCES- -The student will be able to: 



25.01 Identify various components of balance sheet reports. 

25.02 Identify terms/concepts commonly used on restaurant balance sheets. 

25.03 Identify various components of profit and loss statements. 

25.04 Analyze uses of various depreciation schedules. 

25.05 Describe how to prepare a cash forecast. 

26.0 MANAGE CUSTOMER CREDIT AND COLLECTIONS — The student will be able to: 

26.01 Identify techniques of setting credit limits for credit customers. 

26.02 Apply sound principles of checking customer cr^jdit cards. 
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Restaurant Management - Continued 

26.03 Identify and discuss effective internal credit collection 

26.04 ?dentifrJnd discuss effective external credit collection 

26.05 Identif^and discuss roimnon attitudinal problems managers have 
about credit collection*,. 

27.0 PROTECT THE BUSINESS — The Student will be able to: 

27 01 Identify various protective mc^isures that can be used to minimize 

27.02 iS^ntff; rrocedur^thft'ca; be used to reduce the amount of losses 

27.03 Identifj^procedures that can be used to reduce the amount of bod 

27.04 iSlnatrhow'to secure business premises against burglary and 
robbery. _ » . 

27 05 Identify proper procedures for guarding casr. 
IV.ol Identif^ ?he different types of business insurance policies 
available to restauranteurs. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 



FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 

PROGRAM TITLF: Teller 

CODE NUllBER: Secondary Postsecondary BRCOlOO 

Florida CIP ME08. 049901 

SECONDARY POSTSECONDARY ADULT 

SCHOOI CREDITS COLLEGE CREDITS VOCATIONAI. CREDITS 



APPLICABLE LKVEL(S): 7-9 9-12 Postsocondary Adult Vocational 

Postsecondary Vocational Other 30 ,31 



CERTIFICATION COVERAGE: BANK FINC 7 TEACH CDE 7 DIST ED 7 BUS ED 4 

I. MAJOR CONCEPTS/CONTENT : The purpose of this program is to prepare students 
for employment as a teller (40060201) in a financial institution or to 
provide supplemental training for persons previously or cuirently employed 
in this occupation or e related occupation in the rinancial industry. 

IT. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Equipment currently used by industry and recommended i»i Advisory 
CoinriiitteeF should be utilized for training. 

III. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organization for providing leadership 
training experiences and for reinforcing specific vocational skills. When 
providod, these activities arc considered aj> integral part of this 
instructional program. 

The cooperative method of instuction is appropriate for this program. 
Whenever the cooperative .nethcd is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional cb3ecti^/es and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student roust be paid for work 
pf^r formed . 

If this program is offered for 450 hours or more, in accordance with. 
Section 233.0695 T.S., the irfinimv.m basic skills grade level required for 
this postsecondary adult vocational program is: Mathematics 7.0, Language 
7.0. Thib grade level number corresponds to a grade tquival?nt score 
obtained on a state designated basic skills examination. 

For job placement, a student must noet bonding requirements of financial 
institutions. 

The typical length of this program for the average achieving student is 150 
hours. 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
v;ill be able to: 

01. Demonstrate knowledge of the history and growth of financial 
institutions. 

02. Demonstrate skills in handling cash and balancing a cash drawer. 

03. Explain the types of acceptable customer identification and the 
importance of proper identification. 

04. Demonstrate skills for perfv^rming asic teller functions. 

05. Demonstrate an introductory knowledge of special teller duties. 

06. Demonstrate a knoK. ?dge of other bank services. 

07. Demonstrate techniques for effective customer relations and for cross 
selling bank services. 

08. Demonstrate security precautions ard procedures. 

09. Demonstrate emoloyability skills. 
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STUDENT PERFORMANCE STANDARDS 
PROGRAM AREAt MARKETING 
PROGRAM TITLE: Teller 



EFFECTIVE DATE: July, 1988 

SECONDARY NUMBER: 

POSTSECONDARY NUMBER: BRCOlOO 



01.0 DEMONSTRATE KNOWLEDGE OF THE HISTORY AND GROWTH OF FINANCIAL 
INSTITUTIONS — -The student will be able to; 

01.01 Explain the development of commercial banks, savings and loan 
associations and credit unions; their similarities and differences. 

01.02 Explain the primary functions of financial institutions. 

01.03 Identify major legislative acts and regualtions affecting the growth 
and development of financial institutions. 

01.04 Explain the role of the Federal Beserve System and other regulatory 
agencies i.e.. Comptroller of Currency, FDIC, FSLIC, State Banking 
Department. 

01.05 Explain the role and duties of the teller. 

02.0 DEMONSTRATE SKILLS IN HANDLING CASH AND BALANCING A CASH DRAWER -- Th ^ 
Student will be able to: 

02.01 Identify the major parts of Federal Reserve Notes (currency) . 

02.02 Explain techniques for identifying counterfeit currency. * 

02.03 Demonstrate proficiency in counting, clipping and strapping currency 
and coin. 

02.04 Explain basic rules for handling cash and setting up a cash drawer. 

02.05 Explain procedures for balancing a cash drawer and finding and 
correcting an out-of-balance condition. 

02.06 Demonstrate procedures for buying and selling money to the vault. 

02.07 Identify debit and credit items and explain their effect on General 
Ledger accounts. 

03.0 EXPLAIN THE TYPES OF ACCEPTABLE CUSTOMER "DEKTIFICATION AND THE IMPQPTANCE 
OF PROPER IDENTIFICATION — The student will be able to: 

03.01 Identify acceptable and unacceptable identification. 

03.02 Explain the purpose of obtaining identification and its importance 
to the financial institution. 

^>4.0 DEMONSTRATE SKILLS FOR PERFORMING BASIC TELLER FUNCTIONS — The student vill 
be able tot 

04.01 Demonstrate skills for cashinq checks/ receiving cash and check 
deposit's, handling a split deposit, handling a savings withdrawal. 

04.02 Demonstrate a knowledge of banking terminology. 

04.03 Demonstrate proficiency on the adding machine. 

04.04 Identify the parts of a check; explain negotiability and cashability 
of a check. 

04.05 Identify other negotiable instruments. 

04.06 Explain the purpose of MICR encoding and the ABA number. 

04.07 Explain the types of endorsements and the importance of Holder in 
Due Course. 

05.0 DEMONSTRATE AN INTRODUCTORY KNOWLEDGE OF SPECIAT. TELLER DUTIES — The student 
will be able to: 

05.01 Explain procedures of issuing and cashing savings bonds, traveler's 
checks, cashier's checks, money orders and giving cash advance on 
banks cards. 

05.02 Explain procedures for handling loan payments. 

06.0 DEMONSTRATE A KNOWLEDGE OF OTHER BANK SE RVICES— The student will be able 
tol ' 

06.01 Descri^-te the various types of loans, repayment methods, and basic 
credit requirements. 

06.02 Explain the various types of savings plans, compound interest, and 
annual percentage rate. 

06.03 Explain the Safe Deposit Box service and the bank's responsibility 
regarding this service. 

06.04 Reconcile a customer's bank statement. 



Teller - Continued 



07.0 DEMONSTRATE TECHNIQUES FOR EFFEC'"IVE CUSTOMER RELATIONS AND FOR CROSS 
SELLING BANK SERVICES --The student will be able to: 

07.01 Demonstrate effective telephone usage and courtesy, 

07.02 Demonstrate good customer communications through role playing, 

07.03 Explain the importance of cross-selling and demonstrate how to sell 
other bank services, 

08.0 DEMONSTRATE SECURITY PRECAUTIONS AND PROCEDURES — The student will be able 
to: 

08.01 Demonstrate procedures to help prevent bank fraud, 

08.02 Demonstrate procedures to use during and after a robbery, 

08.03 Demonstrate other teller precautions to help prevent loss to the 
institution, 

09.0 DEMONSTRATE EMPLOYABILITY SKILLS— The stu.Ient will be able to: 

09.01 Conduct a job search. 

09.02 Secure information .about a job, 

09.03 Identify documents that may be required when applying for a job, 

09.04 Complete a job application form correctly, 

09.05 Demonstrate competence in job interview techniques. 

09.06 Identify or demonstrate appropriate responses to criticism 
from employer, supervisor, or other persons, 

09.07 Identify acceptable work habits. 

09.08 Demonstrate knowledge of how to make job changes appropriately, 

09.09 Demonstrate acceptable employee health habits. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 



FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July> 1988 
PROGRAM TITLE: Travel Agency Operations 



CODE NUMBER: Secondary Postsecondary HFT0150 

Florida CIP ME08.110500 



SECONDARY POSTSECONDARY ADULT 

SCHOOL CREDITS COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 _X Postsecondary Adult Vocational 

Postsecondary Vocational X Other 30, 31 



CERTIFICATION COVERAGE: TEACH CDE 7 DIST ED 7 TRANSPORT 7 

I. MAJOR CONCEPTS/CONTENT : The purpose of this t^rogram is to prepare students 
for employment as travel agents (252.157-010), automobile rental clerks 
(295.477-010), travel counselors, auto club (40064804), reservation agents 
(40066403), ticket agents (40066405), or traffic agents (40066402), or to 
provide supplemental training for those persons previously or currently 
employed in these occupations. 

The content should include, but not be limited to, selling, transporting, 
storing, advertising, displaying and planning travel services. 

II. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Specialized equipment should be available for training in a 
travel agency laboratory setting, to include computer training and 
calculator training. 

III. SPECIAL NOTE : The Distributive Education Clubs of America is the 

appropriate vocational student organisation for providing leadership 
training experiences and for reinforcing specific vocational skills. When 
provided, these activities are coii^idered an integral part of this instruc- 
tional program. 

Basic economic principles, as they relate to travel products, will be 
covered as a prerequisite to the intended outcomes for Travel Agency 
Operations. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method " sffered, the following is required for 
each student: a training plan, si ^led by the student, teacher and 
employer, which includes in-^tructional objectives and a list of on-the-job 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation whuh the 
student has chosen as a career goal. The student must be paid for work 
performed. 

In accordance with Section 233.0695 F.S., the minimum basic skills grade 
level required for this postsecondary adult vocational program is: Mathe- 
matics 9.0; Language 9.0. This grade levf,l number corresponds to a grade 
equivalent score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 450 
hours. 

IV. INTENDED OUTCOMES : After successfully completing the program, the student 
will be able to: 

01. Demonstrate product and service technology as it relate to travel. 

02. Perform merchandising math operations unique to travel services 
marketing. 

03. Demonstrate communications skills. 

04. Demonstrate the human relations skills necessary for success in 
marketing occupations. 

05. Apply sales promotion techniques and procedures to the marketing of 
travel services. 

06. Utilize effective selling techniques and procedures. 
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Travel Agency Operations - Continued 

07. Demons^.s:ate employability skills. 

08. Plan a career or career ladder in the travel industry. 

09. Identify the basic role of the manager. 

10. Demon'strate an understanding of entrepreneurship. 
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§TUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 
PROGRAM AREA: Marketing " SECONDARY NUMBER: 



PROGRAM TITLE: Travel Agency Operations POSTSECONDARV NUMBER: iiFTOlSO 

01.0 DEMONSTRATE PRODUCT AND SERVICE TECHNOLOGY AS IT RELATES TO TRAVEL— The 
Student will be able to: 

01*01 Provide information to clients on travel to major cities and 

destinations in the continental United States. This would include, 
but not be limited to, limate, accommodations, transportation, and 
attractions • • 

01.02 Provide information to clients on travel to Alaska and Hawaii • 
Examples: sane as Ol.Ol. 

01.03 Provide information to clients on travel to Mexico, Canada, and the 
Caribbean. Examples: same as 01.01. 

01.04 Provide information to clients on travel to Central and South 
America, Europe, Africa, Middle East, Asia, and South Pacific. 
Examples: same as 01.01. 

01.05 Plan and prepare travel itineraries to include the various modes of 
tranS|jortation such as airlines, steamships, cars, rail, and 
motorcoach; and documentation necessary, types of accommodations, 
pricing and ticketing necessary, and appropriate reference books. 

02.0 PERFORM MERCHANDISING MATH OPERATIONS UNIQUE TO TRAVEL SERVICES 
MARKETING -- The student will be able to; 

02.01 Perform addition, subtraction, multiplication, division, ratios, and 
percentages as they relate to airlines, hotels, car rentals, tours, 
and cruises. 

02.02 Calculate commissions. 

02.03 C jlculate actual flying time and time zone difference. 

02.04 Calculate currency exchange rates. 

02.05 Calculate combinations of fares. 

02.06 Calculate mileage and fare construction unit problems. 

02.07 Collect payments and disburse monies for all travel services. 

02.08 Perform refunds and exchange transactions for travel-reiated 
services such ns airline tickets, cruise v.nd tour payments. 

03.0 DEMONSTRATE COMMUNICATION SKILLS — The student will be able to: 

(/3.01 Demonstrate proper business telephone techniques. 

03.02 Take and relay accurate messages - 

0 3.03 Handle complaints about travel problems. 

03.04 V7rite business letters regarding payments, complaints, orders for 
supplies, and other business-related concerns. 

03.05 Exhibit good listening skills. 

03.06 Interpret non-verbal communications such as facial expressions and 
body langviage. 

03.07 Obtain the required information about travel and needs of clients. 

04 . 0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS IN MARKETING 
OCCUPATIONS — The student will be able to: 

04.03 Demonstrate courtesy and tact with clients, co-workers, and 
suppliers. 

04.02 Maintain confidentiality of business matters. 

04.03 Demonstrate price in and loyalty to the company. 

04.04 Compile a list of personal limitations which can be overcome. 

04.05 Follow company policy and procedures regarding such business matters 
as complaints and payments. 

05.0 APPLV SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF TRAVEL 
SERVICES PRODUCTS — The student will be able to; 

05.01 File brochu. ;s and documents relative to travel products and 
services. 

05.02 Locate and assess current sales promotions and advertising relating 
to travel. 

05.03 Create a travel display using design principles sue x as color, form^ 
balance, and symmetry. 

05.04 Plan and prepare advertising and presentation related to travel. 
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Travel Agency Operations - Continued 

06.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURE S— -The student will be 
able to: 

06.01 Match the client's needs, desires, a.id budget with the appropriate 
travel product. 

06.02 Make travel reser\ cions for airlines, hotels, car rentals, tours, 
cruises, rails, and all other. 

06.03 Document details and special requests, special needs, confirmations, 
and other business related transactions. 

06.04 Explain the policies and conditions jf specific travel products such 
as deposits, cancellation penalties, refunds for unused services. 

06.05 Complete all ticketing forms and other documents necessary. 

07.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able to: 

'07.01 Demonstrate good personal hygiene and grooming habits. 

07.02 Demonstrate job search skills. 

07.03 Complete a job application form. 

07.04 Prepare a personal resume using an appropriate format. 

07.05 Demonstrate job int/erview techniques. 

07.06 Prepare a post-interview letter. 

07.07 Prepare a letter of resignation. 

08.0 PLAN A CAREER OR CAREER LADDER IN THE TRAVEL INDUSTRY— -The Student will be 
able to: 

08.01 Describe travel- related job occupations. 

08.02 Describe your own goals in a travel career. 

08.03 Identify steps and time frames for obtaining goals. 

09.0 UNDERSTAND THE BASIC ROLE 07 THE MANAGER — -The student will be able to: 

OD.Ol State the job responsibilities of a manager of a travel agency. 
09.02 Explain the basic procedures of opening a travel agency. 

10.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURfiHIP — -The student will be able 
to: 

10.01 Define entrepreneurship. 

10.02 Describe the importance of entrepreneurship to the American economy. 

10.03 List the advantages and disadv<^ntages of business ownership. 

10.04 Identify the risks involved in ownership of a business. 

10.05 Identify the necessary personal characteristics of a successful 

entrepreneur. 

10.06 Identify the business skills needed to operate a small business 

efficiently and effectively. 
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CURRICULUM FRAMEWORK PROGRAM AREA: Marketing 
FLORIDA DEPARTMENT OF EDUCATION EFFECTIVE DATE: July, 1988 
PROGRAM TITLE: Warehousing 



CODE NUMBER: Secondary 8845000 Poctsecondary TRA0088 

Florida CIP M£08,11060r 



SECONDARY POSTS ECONUARY ADULT 

SCHOOL CREDITS 5 COLLEGE CREDITS VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 7-9 9-12 Porvtsecondary Adult Vocational 

Postsecondary Vocational X Other 10-12, 30, 31 



CERTIFICATION COVERAGE: TEACH CDE 7 WHOLESAL 7 DIST ED 7 TRANSPORT 7 



I. MAJOR CONCEPTS/CONTENT ; The puroose of this program is to prepare students 
for employment as shipping and leceiving cle.-hs (40065001), shipping 
packers (40065002), transportation agents (40066404), or rate clerks, 
freight (400-66838), order clerks, stockers, order entry clerks, CRT 
operators, or counter salespersons or to provide supplemental training for 
persons previously or currently employed in these occupa'cions. 

Listed below are the courses that comprise this program when offered at the 
secondary level: 

88^*^010 Vlarehousing 1 

8845020 Warehousing / 

8845030 Warehousing 3 

8845040 Warehousing 4 

8845050 Warehousing 5 

jT. LABORATORY ACTIVITIES : Laboratory activities are an integral part of this 
program. Opportunity for hands-on experiences should be provided in 
computer assisted inventory control, materials handling and equipment 
operation 

III^ SPECIAL NOTE ; The Distributive Educr.ticn Clubs of America is the appro- 
priate vocational student organization for providing leadership training 
experiences and for reinforcing specific vocational skills. W'len provided , 
these activities are considered an integral part of this instructional 
program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes instructional objectives and a l-^s*- of on-the-^ob 
and in-school learning experiences; a work station which reflects 
equipment, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed . 

In accordance with Section 233.0695 F.S., the minimum ba::,ic skills grade 
level required f*^ this postsecondary adult vocational program is: 
Mathematics 6.0; Language 7.0. This grade level number corresponds ':o a 
grade equivalent score cbtained on a state designated basic skills 
examination. 

The typical length of this program for the average achieving student is 750 
hours. 

The particular outcomes and student performance standards which the 
handicapped student must master to earn credit must be specified in the 
student's individual educationa] plan (lEP) . Additional crrodits may be 
earned when outcomes and sta.id'jrds are mastered in accotoance with the 
requirements indicated in sub'jequent lEP's. The job tit?e for which the 
student is being trained must be designated in the lEP. 
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Warehousing - Continued 



IV. INTENDED OOTCOMES ; After successfully completing this program, the student 

will be able to: 

01, Operate office equipment, 

02, Demonstrate appropriate human relation skills, 

03, Demonstrate the ability to communicate skillfully, 

04, Operate materials handling equipment, 

05, Receive and stock merchandise, 

06, Control inventory, 

07, Distribute merchandise, 

08, Perform housekeeping and security duties, 

09, Deraonstrate acceptable sefety procedures. 

10, Demonstrate employability skills, 

11, Perform math opers ions related to warehousing functions, 

12, Jtilize effective sellin*- 1 2chniques and procedures. 

13, Apply sales promotion techniques and procedures to the marketing of 
products , 

14, Demonstrate a knowledge of basic economic principles. 

15, Understand basic cost and administrative controls. 

16, Understand the role of the manager. 

17, Demonstrate an understanding cT entrepreneurship. 
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STUDENT PERFORMAKCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE! Warehousing 



EFFECTIVE DATE: July, 1988 
SECONDARY NUMBER: 8845000 
POSTSECONDARY NUMBER: TRA0088 



01*0 OPERATE OFFICE EQUIPMENT — The student will be able to: 

01.01 Operate a ten-key printing calculator. 

0^ .02 Operate a standard copying machine. 

01.03 Input order entry data into a computer terminal. 

01.04 Input and retrieve inventory data into a computtsr terminal. 

02.0 DEMONSTRATE APPROPRIATE HUMAN RELATIONS — The student will be able to: 



02.01 
02.02 
02.03 
02.04 
02.05 



Exhibit acceptable grooming and health habits. 
Recognize personal qualities expected of employees. 
Exhibit the ability to get along with others. 
Demonstrate knowledge of the factors of honest behavior. 
Demonstrate knowledge of the principles involved in the development 
and achievement of personnel and company goals. 

02.06 Demonstrate kncv/ledge of the importance of and the effects of a 
positive attitude. 

02.07 Apply appropriate human relations ..;ills, 

02.08 Demonstrate responsible behavior. 

03.0 . DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be 
able to: 

03.01 Explain the importance of good listening skills. 

03.02 Explain the importance of good oral conjnunication skills in 
warehousing. 

03.03 Explr'n the importance of good written communication skills in 
warehousing. 

03.04 D^^ironstrate the ability to listen to and follow directions. 

03.05 Explain the importance of the correct interpretation of spoken 
worcls . 

03.06 Demonstrate the ability to use proper speech and vocabulary. 

03.07 Use a telephone in a business-like manner. 

04.0 OPERATE MATERIALS HANDLING EQUIPMENT — The student will be able to: 

04.01 Identify and describe the uses of various materials handling 
equipment. 

04 .02 Perforir. preventative maintenance on materials handling equipment. 

04.03 Pass a safety check for the use and operation of materials handling 
equipment. 

04.04 Demons<:rate the ability to safely operate materials handling 
equipment. 

04.05 Demonstrate the ability to load and unload materials using the 
proper materials handling equipment. 

05.0 RECEIVE AND STOCK MERCHAKDISE — The student will be able to: 

05.01 Demonstrate knowledge of receiving and stocking terminology. 

05.02 Identify and list the use of the various forms used in receiving 
and stocking merchandise. 

05.03 Demonstrate the proper method of checking deliveries. 

05.04 Demonstrate *-he procedures for movjng merchandise from the receiv- 
ing area to t<ie storage locations. 

05.05 Demonstrate tl'jc proper procedures for handMng discrepancies in the 
receiph of material. 

05.06 Describes the procedure for tracing list or non-delivered 
merchandise. 

05.07 Demonstrate knowledge of the proper procedures for filing claims 
for lost or damaged merchand*^ se. 

05.08 Demonstrate knowledge of the ^.ermino3ogy used in storing 
merchandise. 

05.09 List and identify the various locator identification systems. 

05.10 Demonstrate the ability to store materials using the acceptable 
storage techniques. 

05.11 List/ identify/ and describe the uses of the various types of 
storage equipment. 
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06.0 CONTROL IN^VENTOR Y— The Student will be able to: 

06.01 List and define inventory control terminology. 

06.02 List and describe the various types of inventories. 

06.03 Compute a book inventory value at cost and retail. 

06.04 Compute a physical inventory value at cost and retail. 

06.05 Explain the procedure for and compute stock maximums and stock 
minimums. 

06.06 Make adjustments to book inventories. 

06.07 Describe the procedures for taking physical inventories. 

06.08 Take a physical inventory. 

06.09 Compute a reorder using the Poisson Distribution Formula. 
7.0 DISTRIBUTE MERCHANDISE — The student will be able to: 

07.01 List and define order processing and shipping terms. 

07.02 List and explain the uses of the various forms used in order 
processing and shipping. 

07.03 Prepare the forms used in order processing and shipping. 

07.04 Select merchandise for shipping. 

07.05 Assemble orders for shipment. 

07.06 Weigh, mark and pack shipments properly. 

07.07 Compute shipping charges. 

07.08 Route snipments to customers. 

07.09 Load shipments properly. 

07.10 Prepare and maintain shipping records. 

8.0 FEPF0P>1 HOUSEKEEPING AND SECURITY DUTIES — The studert will be able to: 

08.01 Explain the importance of a good housekeeping program. 

08.02 Describe and perform the proper procedures for keeping the stock 
and facilities clean. 

08.03 Explain and perform maintenance checks on equipment. 

08.04 Explain the concept of stock rotation. 

08.05 Explain the importance of a good pest control program. 

08.06 Explain the importance of a good security program. 

08.07 List and describe the fundamental security practices. 

08. OG Explain the necessity for a policy concerning dangers in accepting 
gratuities . 

09,0 DEWONSTRATE ACCEPTABLE SAFETY PROCEDURES — The student will be able to: 

05.01 Explain the importance of a good safety program. 

09.02 List and descr be fundamental safety practices. 

09.03 List and explain the ways or promoting .safety. 

09.04 List and explain the use of warning and protection devices* 

09.05 Explain the importance of a disaster control plan. 

09.06 List and explain the use of personal safety devices. 

10.0 DEMONSTRATE EMPLOYABILITY SKILLS — The student will be able tor 

10.01 Conduct a job search. 

.0.02 Secure information about a job. 

10.03 Identify documents that may be required when applying foi a job. 

10.04 Complete a job application form correctly. 

10.05 Demonstrate competency in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or other persons. 

10.07 Identify acceptable work habits. 

3 0.08 Demonstrate knowledge of how to make job changes appropriately. 

10.09 Demonstrate acceptable employee health habits. 

11.0 P ERFORM MATH OPERATIONS RELATED TO WAREHOUSING FUNCTIONS — The student will 
be able to: 

11.01 Add, subtract, multiply and divide whole numbers. 

11.02 Add, subtra';t, multiply and divide decimals. 

11.03 Add, subtract, mul\:iply and divide fractions. 

11.04 Perform math functions using percentages. 

11.05 Compute storage requirements. 

11.06 Compute an open-to-buy table. 

11.07 Compute stock turnover ratios. 

11.08 Compute metric conversions. 

11.09 Interpret charts and graphs, j fy ^ 
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12.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDtK ES-- ^iK^ ftu^? \* :\ bo 
able to: 

12.01 Demonstrate knowledge of the overview of ccllit^g. 

12.02 Explain the importance of selling. 

12.03 List and describe the different steps of a i>alc. 

12.04 List and describe customer buying motives. 

12.05 List and describe the ways to obtain and use r^oouct '^^690. 

12.06 List and describe the methods and procedures nscd to sales. 

12.07 List and describe the various types of custrirter services. 

13.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRO DUCTS — The student will be able to: 

13.01 List the purposes of advertising. 

13.02 Identify the various forms of advertising media. 

13.03 Identify the parts of an advertisement. 

13.04 List the '.purposes of displays. 

13.05 Distinguish between the different kinds of displays. 

13.06 List the purposes of public relations.^ 

13.07 ExpJain the importance of sales promotions. 

13.08 Dsvelop aijd explain a promotional mix. 

I 13.09 Advise customers about promotional merchandise. 

li 0 DEg^ONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES --The student will be 
1 able to: 

14.01 Explain the concept of private enterprise and business ownership. 

14.02 Explain the relationship of l-i'riness and society. 

14.03 Explain the relationship of government and business. 

14.04 Explain the concept of economics and eccnomic activities. 
3 4.05 Explain the concept of economic resources. 

14.06 Explain the cpncept of economic goods and services. 

14.07 Explain concept cf Gross National Product. 

14.08 Explain marketing and its importance. 

14.09 Explain marketing functions and related activities. 

14.10 Explain the concept of profit. 

14.11 Explain the concept of utility. 

14.12 Explain the concept of market price. 

14.13 Explain the concent cf supply and demand. 

14.14 Explain the concept of competition. 

14.15 Explain the concept of market and market identification. 

14.16 Explain the nature of channels of distribution. 

14.17 Explain the concept of marketing strategies. 

14.18 Explain the concept of promotional mix. 

14.19 Explain the concept of business cycles. 

14.20 Explain the concept of division and specialization of labor. 

14.21 Explain the concept of organized labor and business. 

15.0 UNDERSTAND BASIC COST AND ADMINIST^TIVE CONTROLS— -The student will be 



15.01 Make budgeted and actual expense comparisons. 

15.02 Deironstrate knowledge of cost and administrative controls. 

15.03 Demonstrate knowledge of procedure manuals. 

15.04 Explain the interrelation between the warehousing and accounting 
functions. 

15.05 Explain the necessity for accounting for inventory. 

15.06 List and describe the documents used in warehouse accountability. 

15.07 Explain the principles of accountability analysis. 

15.08 Explain the concept of handling time efficiency. 

15.09 Explain the concept of space utilization efficiency. 

15.10 Explain the concept and purpose of productivity reports. 
15.13 List and describe special cost reduction method?. 

16.0 UNDERSTAND THE ROLE OF THC MANAGER — The Student will be able to: 

16.01 Demonstrate knowledge of the funcicioiiS oC manogenicnl. 

16.02 List and describe the various types of manaa(^r:ol r,tv"lr<. 



able to: 
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16.03 Differentiate between the various types of business organizations. 

16.04 Draw a basic warehouse organization chart. 

16.05 List and describe the duties of a warehouse manager. 

17.0 DEMONSTRATE AN UNDERSTAND; 2 OF ENTREPRENEURSHIP— The student will be able 



17.01 Define entrepreneurship. 

17.02 Describe the importance of entrepreneurship to the American economy. 

17.03 List the advantages and disadvantages of business ownership. 

17.04 Identify the risks -involved in ownership of a business. 

17.05 Identify the necessary personal characteristics of a successful 

entrepreneur. 

17.06 Identify the business skills needed to operate a small business 

efficiently and effectively. 



' to: 
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STUDENT PERFORMANCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE: Warehousing 



EFFECTIVE DATE: July, 198 8 
COURSE CREDIT: 1 



COURSE TITLE: Warehousing 1 



PROGRAM NUMBER: 8845000 
COURSE NUMBER: 8845010 



0 



COURSE DESCRIPTION: 

Instruction in this course includes economic principles as they relate to 
warehousing, basic human relations and communication skills, and marketing 
techniques that relate to warehousing functions. 

2.0 DEMONSTRATE APPROPRIATE HUMAN RELATIONS — The student will be able to: 

02.01 £:^hibit acceptable grooming and health habits. 

02.02 Recognize personal qualities expected of employees. 

02.03 Exhibit thr ability to get along with others. 

02.04 Demonstrate knowledge of the factors of honest behavior. 

02.05 nenionst^2xte knowledge of the principles involved in the development 
and achievement of personnel and company goals. 

02.06 Demonstrate knowledge of the importance of and the effects of a 
positive attitude. 

02.07 Apply appropriate human relations skills. 

02.08 Demonstrate responsible behavior. 

3.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY -— The Student will be 
able to: 

03.01 Explain tha importance of good listening skills. 
03 #02 Explain the importance of good oral conuminication skills in 
warehousing. 

03.03 Explain the importance of good written coiranunication skills xn 
warehousing. 

03.04 Demonstrate the ability to ^ isten to and follow airections. 
03!o5 Explain the importance of tae correct interpretation of spoken 

words. ^ , . _ 

03.06 Demonstrate the ability to use proper speech ana vocabulary. 

03.07 I'ro a telephone in a business-like manner. 

6.0 CONTROL INVENTORY — The Student will be able to: 

06 '"1 J ist and define inventory control terminology. 

06.07 Describe the procedures for taking physical inverto^ics. 

7.0 DISTRJDUTE MERCHANDISE — The student will be able to: 

07.01 List and define order processing and shipping terms. 
07.0? List and explain the uses of the va>-ious forms used in order 
processing and shipping. 

8.0 PERFORM HOUSEKEEPING AND SECURITY DUTIES — The Student will bP able to: 

08.01 Explain the importance of a good housekeeping program. 

9.0 DEMONSTRATE ACCEPTABLE SAFETY PROCEDURES —The Student 'ill be able to: 

09.01 Explain the importance of a good housekeeping prr^^ram. 

09.02 List and describe fundamental safety practices. 

09.06 List and explain the use of personal safety devices. 

10.0 DEMONSTRATE EMPLOYABILITY SKILLS — The Student will be able to: 

10.03 Display knowledge of appropriate work habits. 

11.0 PERFORM MATH OPERATIONS RELATED TO WAREHOUSING FUNCTIONS— The student will 
be able to: 

11.01 Add, subtract, nultiply and divide whole numbers. 

11.02 Add, subtract, multiply and divide decimals. 

11.03 Add, subtract, multiply and divide fractions. 

11.04 Perform math functions using percentages. 

11.07 Compute stork turnover ratios. 
11. or Compute metric conversions. 
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12.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES — The student will be 
able to: 

12.01 Demonstrate knowledge of the overview ot selling. 

12.02 Explain hhe importance of selling. 

12.05 List avu describe the ways to obtain and use product knowledge. 
12.07 List and describe the various types of customer services. 

13.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS — The student will be able to; 

13.01 List the purposes of advertising. 

13.02 Identify the various forms of advertising nedia. 

13.03 Identifv the parts of an auvertisement . 

13.04 List the purposes of displays. 

13.05 Distinguish between the different kinds cf displays. 
j'^.C^ \dvise customers about promotional merchandise. 

14.0 ' ^MONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES —The studert will be 
-ole to: 

14.01 Explain the concept of private enterprise and business owr.ership. 

14.04 Explain the concept of economics and economic activities. 

14.05 Explain the concept of economic resources. 

14.06 Explain the concept of economic goods and services. 
14. OF Explain marketing and its importance. 

14.09 Explain marketing functions and related activities. 

14.10 Explain the concept -of profit. 

14.11 Explain the concept of utility. 
14.14 Explain the concept of competition. 

14.16 Explain the nature of channels of distribution. 

14.19 Explain the concept of business cycles. 

15.0 UNDERSTAND BASIC COST AND ADMINISTRATIVE CONTROT^S — The student will be able 
to: 

' 15.05 Explain the necessity for accounting for inventory. 
16.0 UNDERSTAND THE ROLE OF THE MANAGF>R — The student will be able to: 
16.01 Demonstrate knowledge of the functions of management. 



STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, 1988 

PROGRAM! AREA: Marketing COURSE CREDIT: 1 

PROGRAM TITLE: Warehousing PROGRAM NUMBER: 8845000 

COURSE TITLE: Warehousing 2 COURSE NUMBER: 8845020 



COURSE DESCRIPTION: 

In this course students will receive instruction and engage in current 
warehousing practices and procedures. This instruction will include introduction 
to the use of the computer in warehousing. 

01.0 OPERATE OFFICE EQUIPMENT — The student will be able to: 

01.01 Operate a ten-key printing ca] .ulator. 

01.02 Operate a standard copying machine. 

01.04 Input and retrieve inventory data into a computer terminal. 

04.0 OPERATE MATERIALS HANDLING EQUIPMENT — The student will be able to: 

04.01 Identify and describe the uses of various materials handling 
equipment. 

04.04 Demonstrate the ability to safely operate materials handling 
equipment. 

04.05 Demonstrate the ability to load and unload materials using the 
proper materials handling equipment. 
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05.0 RECEIVE AND STOCK MERCHANDISE — "xhe student will be able to: 



05.01 Demonstrate knowledge of receiving and stocking terminology. 

05.02 Identify and list the use of the various forms r.sed in receiving 
and stocking merchandise. 

05.03 Demonstrate the proper method of checking deliveries,. 

05.04 Demonstrate the procedures for moving merchandise from the receiv- 
ing area to the storage locations. 

05.08 Demonstrate knowledge of the terminology used in storing 
mercha.iQise. 

05.09 List and identify the various locator identification systems. 

05.10 Demonstrate the ability to store materials using the acceptable 
storage techniques. 

06.0 CONTROL INVENTORY — The student will be able to: 

06.08 Take a physical inventory. 

7.0 DISTRIBUTE MERCHANDISE — The Ptudent will be able to: 

07.03 Prepare the forms used in order processing and shipping. 

07.04 Select merchandise for shipping. 

07.05 Assemble orders for shipment. 

07.06 Weigh, mark and pack shipments properly. 
0 7.07 Compute shipping charges. 

07.08 Route shipments to customers. 

07.09 Load shipments properly. 

07.10 Prepare and maintain shipping records. 

8.0 PERFORM HOUSEKEEPING AND SECURITY DUTIES — The student will be able to: 

08.02 Describe and perform the proper procedures for keeping the stock 
and facilities clean. 

08.03 Explain and perform maintenance checks on equipmen . 

08.04 HJxplain the concept of stock rotation. 




STUDENT PERFORMANCE STANDARDS 
PROGRAM AREA: Marketing 
PROGRAM TITLE: Warehousing 



EFFECTIVE DATE: July, 1988 
COURSE CREDIT: 1 



COURSE TITLE: Warehousing 3 



PROGRAM NUMBER: 8845000 
COURSE NUMBER: 8845030 



COURSE DESCRIPTION: 

This course provides instruction in business relationships and employability 
skills as they relate to preparing students for careers m warehousing. 

02.0 DEMONSTRATE APPROPRIATE HUMAN RELATIO NS— The student wil3 be able to: 

02.01 Exhibit acceptable grooming and health habits. 

02.02 Recognize personal qualities expected of employees. 

02.03 Exhibit the ability to get along with others. 

02.05 Demonstrate knowledge of the principles involved in the devalopment 

and achievement of personnel and company goals. 
02.07 Apply appropriate human relations skills. 

03.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be able 
- "Eol 

03.03 Explain the importance of good written communication sk lis in 
warehousing* 

03.05 Explain the importance of the correct interpretation of spoken 
words . 

J6 Demonstrate the ability to use proper speech and vocabulary. 
03.07 Use a telephone in a business-like manner. 

10.0 DEMONSTRATE EMPLOYABILITY SKILLS — The stuaent will be able to: 

10.01 Secure information about jobs and conduct a job search. 

10.02 Prepare a job application and a resume. 
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10.03 Display knowledge of appropriate work habits. 

10.04 Demonstrate kno*^ledge of th<s types of pre-employment tests. 

10.05 List and demonstrate the steps for preparing a job interview. 

12.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES— The student will be 
able to: 

12.03 List and describe the different steps of a sale. 

12.04 List and describe customer buying motives. 

12.05 List and describe the ways to obtain and use product .nowledge. 

12.06 List and describe the methods and procedures used to supi ort sales. 

14.0 DEMONSTRATE A KNOWLEDC>. OF BASIC ECONOMIC PRINCIPLES—^he student will be 



the relationship of business and society. 

the relationship of government and business. 

concepts of Gross Nation-nl Product. 

marketing functions and related activities. 

the concept of market price. 

the concept of supply and demand. 

the concept of market and market identification. 

the concept of marketing strategies. 

the concept of promo-cional mix. 

the concept of division and specialization of labor, 
the concept of organized labor and business. 




able to: 
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COURSE DESCRIPTION: 

Instruction and activities in this course deal with current warehousing 
operations to include computer assisted inventory control; shipping and 
receiving; housekeepinq and safety, and other operational components necessary to 
the successful operation of a warehouse. 

01 O PERATE OFFICF EQUIPMENT — The student will be able to: 

01.03 Input order entry data into a computer terminal. 

03.04 Input and retrieve inventory data into a computer terminal. 

04.0 OPERi'^T£ MATERIALS HANDLING EQUIPMENT — The Student will be able to- 

04.02 Perform preventative maintenance on ma^.erials handling equipment. 
04.0 3 Pa:gs a safety check for the use and operotion of ma^e^ials handling 
equipment . 

05.0 RECEIVE AND STOCK MERCHAllDISE— The student will be able ^o: 

05.05 r *-?ionstrato the proper procedures for handling discrepancies in the 
receipt of material. 

05.06 Describe the procedure for tracing lost of n9n-delivered 
merchandise. 

05.07 Demonstrate knowledge of the proper procedures for filing claims 
for lost or damai^ed merchandise. 

05.10 Demonstrate the ability to rstore materials using the acceptable 
storage techniques. 

05.11 List, identify, and describe the u'ses of the various t^'nes of 
storage equipment. 

06.0 CONTROL INVENTORY— The student will be able to: 

06.02 List and de* 'ribe the various types of inventories. 

06.03 Compute a book inventory value at cost and retail. 

06.04 Compute a physical inve^itory value at cost and retail. 




ERIC 



181 

212 



Warehousing 4 - Continued 

06.05 Explain the procedure for and compute stock n;c»ximums and stock 
minimums. 

06.06 Make adjustments to book inventories. 

07.0 DISTRIBUTE MERCHANDISE — The Student will be able to: 

07.02 List and explain the uses of the various forms used in order 
processing and shipping. 

07.03 Vre^^^re the forms used in order processing and shipping. 
07.05 Assemble orders for shipment. 

07.07 Compute shipping charges. 

07.10 Prepare and maintain shipping records. 

8.0 PERFORM HOUSEKEEPIK AND SECURITY DUTIES — The student will be able to: 

08.03 Explain and perform maintenance checks on equipment. 

08.04 Explain the concept of stock rotation. 

08.05 Explain the importance of a jood pest control program. 

08.06 Explaxn the importance of a good security program. 

08.07 List and describe the fundamental security practices. 

08.08 Explain the nece'^sity for a policy concerning dangers in accepting 
gratuities . 

09.0 DEMONSTRATE ACCEPTABLE SAFETY PROCEDURES — The student will be able to: 

09.03 List and explain t:he ways or promoting safet\ 

OS/. 04 List and explain the use of warning and protection devices. 

09.05 Explain the importance of a disaster control plsn. 




SrJDENT PERFOHidAKCE STANDARDS 
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COURSE CPXDIT: 1 
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COURSE DESCRIPTION: 

Emphasis in thi«= course includes, but is not limited ,tO/ instruction in the 
operation of ond the actual use of specialized and mechanized ir.aterials handling 
equipment; warebouse organization; understanding costs and other administrative 
responsibilities . 

04.0 OPERATE MATERIALS HANDLING EQUIPMENT — The student will be able to: 

04.04 Demonstrate the ability to safely operate materials handling 
equipment. 

04 .05 Demonstrate the ability to l-*ad and unload materials using the 
proper materials handling equipment. 

05.0 RECEIVE At^D STOCK MERCHANDISE — The student will be able to: 

05.08 Demonstrate knowledge of the terminology used in storing 
merchandise. 

06.0 CONTROL INVENTORY — The studenu will be able to: 

06.07 Describe the procedu*.es for taking physical inventories. 

06.09 Compute a reorder using the Poisson Distribution Formula. 

11.0 PERFORM MAT?! OPERATIONS RELATED TO WAREHOUSING FUNCTIONS — The student will 
be able to: 

11.05 Compute storage requirements. 

11.06 Compute an open-to-buy table. 
11.09 Interpret charts' and graphs. 
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13.0 APPLY SALES PROMOTION TECHNIQUES AND PROCEDURES TO THE MARKETING OF 
PRODUCTS— The student will be able to: 

13.06 List the purposes of public relations. 

13.07 Explain the importance of sales promotions. 

13.08 Develop and explain a promotional mix. 

15.0 UNDERSTAND BASIC COST AND ADMINISTRATIVE CONTROLS — The student will be 
able to: 

15.01 Make Judgeted and actual expens3 comparisons. 

15.02 Demonstrate knowledge of cost and administrative controls. 

15.03 Demonstrate knowledge of procedure manuals. 

15.04 Explain the interrelation between the warehousing and accounting 
functions . 

15.05 Explain the necessity for accounting for inventory. 

15.06 List and describe the documents used in warehouse accountabllxty , 

15.07 Explain- the principles of accountability analysis. 

15.08 Explain the concept of handling time efficiency. 

15.09 Explain the concept of space utilization efficiency. 

15.10 Explain the concept and purpose of productivity reports. 

15.11 List and describe special cost reduction methods. 

16.0 UNDERSTAND THE ROLE OF THE MANAGER AND ENTREPRENEUR — The student will be 
able to: 

16.02 List and describe the various types of managerial styles. 

16.04 Draw a basic warehouse organization chart. 

16.05 List and debcribe the duties of a >;arehouse manager. 

17.0 DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP — The stuient will be able 
to: 

17.01 Define entrepreneurship. 

17.02 Describe the importance cf entrepreneurship to the American economy 

17.03 List the advantages and disadvantages of business ownership. 

17.04 Identify the risks involved in ownership of a business. 

17.05 Identify the necessary personal characteristics of a successful 

entrepreneur. 

17.06 Identify the business skills needed to operate a small business 

efficiently and i^ff ectively* 




183 





214 



CURRICULUM FRAMEWORK 



PROGRAM area: Marketing 



FLORIDA DEPARTMBNT OF EDUCATION 



EFFECTIVE DATE; July, 1988 



PROGPAM TITLE; Hholesal^, Industrial, and Institutional Marketing 



CODE NUKUER: 



Secondary 



Postsecondary MKA0225 



Florida CIP f\E08. 070700 



SECONDARY 
SCHOOL CREDITS 



COLLEGE CREDITS 



POSTSECONDARY ADULT 
VOCATIONAL CREDITS 



APPLICABLE LEVEL (S): 



7-9 



9-12 



Postsecondary Adult Vocational 



Postsecondary Vocational 



X 



Other 30, 31 



CERTIFICATION COVERAGE: RETAILING 7 DIST ED 7 TEACH CDE 7 WHOLESAL 7 



I. MAJOR CONCEPTS /CONTENT I The purpose of this program is to prepare students 
for employment as wholesalers (20061615), or to provide supplemental 
training for persons previously or currently employed in these occupations. 

The content includes, but is not limited to, selling, buying, transporting, 
storing, advertising, displaying and financing goods and services in the 
wholesaling industry. 

II. LABORATORY ACTIVITIES ; Laboratory activities are an integral part of this 
program. 

III. SPECIAL NOTE : The Distrrhutive Education Clxibs of America is the 

appropriate vocational .student organizatior* for providing leadership train- 
• ing experiences and for reinforcing specific vocational skills. When 

provided, these activities are considered an integral part of this instruc- 
tional program. 

The cooperative method of instruction is appropriate for this program. 
Whenever the cooperative method is offered, the following is required for 
each student: a training plan, signed by the student, teacher and 
employer, which includes' instruction,.! objectives and a 15 st of on-the-job 
and in-school learning experiences; a work station which reflects 
equipmeit, skills and tasks which are relevant to the occupation which the 
student has chosen as a career goal. The student must be paid for work 
performed. 

In accordance with Section 233.0695 F.S., the minimum basic skills grade 
level requii.-^d for this postsecondary adult vocational program is: Mathe- 
matics 6.0; Language 7.0. This grade level number corresponds to a grade 
equivalent score obtained on a state designated basic skills examination. 

The typical length of this program for the average achieving student is 720 
hours. 

IV. INTENDED OUTCOMES ; After successfully completing the program, the student 
will be able t6: 

01. Demonstrate the human relation's skills necessary ^or success in 

marketing occupations. 
OZ. Demonstrate the ability to communicate skillfully. 

03. Utilize effective selling techniques and procedu'ies. 

04. Al**^^iy sales promotion techniques and procedure? to the marketing 
of wholesale products. 

05. Demonstrate knowledge of merchandising activities. 

06. Perform merchandising math operations unique to wholesale 
marketing. 

07. Demonstrate a knowledge of basic economic principles. 

08. Understand the importance of marketing operations. 

09. Demonstrate knowledge and application of product and service 
technology. 

10. Demonstrate employability skills. 

11. Understand the role of the manager. 

12. Demonstrate appropriate safety practices. 

13. Demonstrate an understanding of entrepreneurship. 
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STUDENT PERFORMANCE STANDARDS EFFECTIVE DATE: July, ^88 

PROGRAM AREA: Marketing SECONDARY NUMBER: 

PROGRAM TXTLE: Wholesale, InQi?strial, and POSTSECONDARY NUMBER: MKA0225 

Institutional Marketing 

01,0 DEMONSTRATE THE HUMAN RELATIONS SKILLS NECESSARY FOR SUCCESS I MARKETING 
OCCUPATIONS — -The student will be able to: 

01.01 Exhibit acceptable grooming habits. 

01.02 Exhibit punctuality, initiative, courtesy, loyalty, and honr 

01.03 Use a personality invent'>ry for personal improvement. 

01.04 Exhibit the ability to gee along with others. 

01.05 Discuss the importance of human relations. 

01.06 Develop and demonstrate the unique human relations skills need€.d 
for successful entry and progress in the marketing occupation 
selected by the student as a career objective. 

02.0 DEMONSTRATE THE ABILITY TO COMMUNICATE SKILLFULLY — The student will be 
able to: 

02.01 Describe the importance of clear and concise writing. 

02.02 Demonstrate a proficiency in the effective use of speech and 
vocabulary. 

0?.03 Explain the importance of good listening skills. 
02.0 4 Discuss the role communication plays in marketing. 
O'l.OS Demonstrate the components of the communication process. 

02.06 De.T.onstrate effective written communications skills. 

02.07 Demonstrate effective oral communications skills. 

02.08 Conduct a meeting utilizing parliamentary procedure. 

03.0 UTILIZE EFFECTIVE SELLING TECHNIQUES AND PROCEDURES --The student Will be 
able to: 

03.03 Explain the difference between personal and nonpersonal selling. 
03.02 Demonstrate the steps of a sale. 

03.0 3 Recognise consumer buying motives. 

03.04 Identify th^a types of consximer behavior. 

03.05 Identify various types of customer approaches such as greeting, 
merchandise and service. 

03. C6 Determine the proper time to approach a customer to open a ?ale. 

03.07 Develop a v;ritten feature-benefit analysis iheet for a product. 

03.08 Develop an effective sales presentation. 

03.09 Observe, evaluate, and critique a sales demonstration. 

04.0 APPLY SALES PPOMOTTON TECHNIQUES AND PROCEDURES TO THE MAPKETING OF 
WHOLESALE PRODUCTS — The student will be able to: 



04.03 List the purposes of advertising, display, and public relations. 

04.02 Explain the importance of sales promotion. 

04.03 Identify various forms of advertising medic. 

04.04 Demonstrate an understanding of design principles and elements. 

04.05 Distinguish between the kinds of displays. 

04.06 Identify the parts of an advertisement • 

04.07 Develop and explain proraotional mix. 

04.08 Identify the most appropriate display for given types of 
merchandise. 

04.09 Identify the patterns of arrangement in display 

04.10 Prepare" an ad layout. 

04.11 Evaluate the effectiveness of an ad. 

04.12 Apply design piinciples when analyzing and/or creating a display. 

04.13 Draw and label the color wheel. 

05.0 DEMON Sr.'RATE A KNOWLEDGE OF MERCHANDISING ACTIVITIES — The student will be 
able to: 



05.01 Explain the role of buying/purchasiag in merchandising. 
05.0.'> Describe the importance of inventory control. 

06 . 0 PERFO'RM MERC H ANDISING MATH OPERATIONS UNIQUE TO WHOLESALE MARKETING — -Th<> 
student will be able to: 



06.01 Perform addition, subtraction, multiplicatirn, and division. 

06.02 Complete problems using percentages, 'ecimdls, and fractions. 
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06.03 Demonstrate correct procedure for handling basic types of customer 
sales transactions, including cash, charge, discount, layaway, 
C.O.D., and returns. . 

06.04 Demonstrate opening and closing procedure for a cash register. 

06.05 Calculate turnover. 

06.06 calculate stock-sale-* *.dtio. 

06.07 Demonstrate a knowledge of pricing policies. 

06.08 Calculate markup a-' a percentage of cost. 

06.09 Calculate markup as a percentage of retail. 

06.10 Calculate markdowns on merchandise. 

06.11 Calculate open-to-buy. 

06 12 Complete and invoice, purchase order, and packing slip. 

06.13 Calculate discount date, due date, and amount of payment on an 
invoice. 

06.14 Select the most beneficial discount terms for an invoice. 

06.15 Calculate the amount of merchandise to be recorded utilizing model 
stocks . 

06.16 calculate minimum stock, maximum stock, and reorder quantities on 
strong sellers. 

07.0 DEMONSTRATE A KNOWLEDGE OF BASIC ECONOMIC PRINCIPLES — The student will be 
able to: 

07.01 Explain the role of marketing in the free enterprise system. 

07.02 List and compare the three major types of economic systems. 

07.03 Describe the channels of distribution. 

07.04 Identify and discuss economic resr es. .,„c,4.^« 

07.05 Discuss the role of the consumer in :he free enterprise system. 

07.06 Define the concept "supply and demand." 

07.07 Identify and define the functions of marketing. 

07.08 Identify and define the four types of product utility. 

07.09 Identify and explain the elements in the marketing mix (price, 
product", promotion, and plc-ce) . , 

07.10 Differentiate between the three basic categories of consumer goods 
(convenience goods, shopping goods, and specialty goods) . 

07.11 Name current trends that have developed in retailing. 

07.12 List the major components of GNP. 

08.0 UNDERSTAND THE IMPORTANCE OF MARKETING OPERATIONS — The student will b€ 
able tor 

08.01 Describe ways to protect the body from injury on a job. 

08.02 Recognize basic* safety nazards. 

08.03 Practice accident prevention. ^- ^ 

08.04 Explain the iniportance of receiv.ing-checkmg-markmg operations. 

08.05 Describe the importance of security. 

08.06 Demonstrate an understanding of credit policies and procedures. 

08.07 Demonstrate an understanding of housekeeping rv sponsitilities and 
maintenance procedures. r.^^M,A^^^ 

08.08 Demonstrate an underr'-anding of receiving procedures and practices. 

08.09 Demonstrate an understanding of the movement of goods to and from 
the store. 

09.0 DEMONSrPATL KI^OWLEDGE AND APPLICATION OF PRODUCT AND SERVICE 
TECHNOLOGY — The student will be able to: 

09.01 Understand the importance of product and service ♦-echnology. 

09.02 Utilize available sources to obtain product knowledge. 

09*03 Demonstrate product and service technology knowledge and applica- 
tion received for entry into the area of marketin.7 that has been 
identified as the career objective of the student. 

10.0 DEMONSTRATE EMri^OYABILITY SKILLS — The student will be able to: 

10.01 Conduct a -^ob search. 

10.02 Secure inf rmation about a job. 

10.03 Identify documents that may be required when applying for a ]ob. 

10.04 Complete a job application form correctly. 

10.05 Demonstrate competence in job interview techniques. 

10.06 Identify or demonstrate appropriate responses to criticism from 
employer, supervisor, or oi-her persons. 

10.07 Identify acceptable work ha&its. 

10.08 Demonstrate knowledge of how to make job changes appropriately. 

10.09 Demonstrate acceptable employee health habits. 
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11.0 UNDERSTAND THE ROI>E OF THE MANAGER — The Student will be able to; 

11*01 Consider the personal qualifications and abilities needed to manager 
your own business. 

11.02 Evaluate yo-,r own potential for decision making, problem solving, 
and creativity. 

11.03 Determine your potential for management, planning, operations, 
personnel, and public relations. 

12.0 DEMONSTRATE APPROPRIATE SAFETY PIIACTICES — The Student will be able to: 

12.01 Maintain safety equipment. 

12.02 Implement emergenc" rocedui-S. 

12.03 Report faulty equit i^nt. 

12.04 Demonstrate safe work habits. 

13.0 D EMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP — The Student will be able 
to: 

13.01 Define entrepreneurship. 

13.02 Describe the importance of entrepreneurship to the American economy. 

13.03 List the advantages and disadvantages of business ownership. 

13.04 identify the risks involved in o'mership of a business. 

13.05 Identify the necessary personal characteristics of a successful 
entrepreneur . 

13.06 Identify the business skills needed to operate a small business 
efficiently and effectively. 
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